Invoices - Create credit memo

Manage credit memos in Qargo: create, edit, cancel, refund, or re-invoice charges. Use tabs, filters, and bulk actions for
efficiency.

Updated December 19, 2025

A credit memo is used to reduce the amount a customer owes, to correct a billing error, or to write off part or all of an
invoice that will not be collected.

Qargo also enforces strict constraints that do not allow invoices with negative totals. In such cases, credit memos must be
issued to balance overcharges or correct billing errors.

Introduction
The credit memos page is organized into tabs to help find records easily based on their status. Tabs include:

e All: Shows all credit memo records, regardless of status.

e Draft invoice: Shows credit memos in a draft status (the Generate credit memo task is not complete).

¢ Invoiced: Invoiced credit memos have had the Generate credit memo PDF task completed. The credit memo is available
to send to the customer, but can still be updated if required.

¢ Invoice posted: Credit memos in a posted status cannot be updated and are ready to be imported into accounting
software.

¢ Canceled: Canceling a credit memo removes the credit amount and sets it back to O. The record of the credit memo on
the invoice is removed.

{2 oare0 Orders  Planning " Invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration  Global configuration Arynnes Empty. @ 69 e
Orders toinvoice  ®= muotces=P Creditnotes  Trips to bill Purchase invoices Upload purchase invoices @) Invoice exports
Q B Editcoumns | €77 === = @ Boort v Quickactions v e
Al Draft invoice Inveiced Invoice posted Cancelled
Name Customer Credit note date Amount (excl. VAT) Billing frequency
£1,882.79
DRAFT-CN-0001 Fine Foods Ltd - £0

Generate craditnote (+3

Crd-24120201 (EREZD

Ruse Gases 1701217024 £a30

Each tab includes a table of columns that can be customized to show relevant data with the Edit columns button. A side
menu opens, and options can be selected by toggling them on or off.
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Amounts incl.fexcl. VAT

Show revenue excl. VAT O

Show VAT in separate column

Customer additional fields

Accounting software customer code ©

Billing frequency & O
Code @

Palletforce: Insurance code @3

Tax type @2

VAT number @

Use filtering in the column headers to display relevant records for processing, including filtering by task, customer or even
billing frequency.

¢ Click the filter icon to display the filtering options available for that column.
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Planning Stops Trips Invoices Dashboard

Orders to invoice Invoices Credit notes Trips
Q [ Edit columns
All Draft invoice Invoiced Invoice posted Cancelled
MName Customer Credit note date Amount (excl. VAT)
L, S | £1,955.79
DRAFT-CN-0003
Generate credit note (+3) Honey B Close X
DRAFT-CHN-0001 eelighiel=:] : Sort
Generate credit note (+3) Fine Foo
Invoice number
Crd-24120201 'liﬂ:“!!:'
Generate credit note (+3) Buse Ga 1% Ascending
1% Descendin
CN-25012500 (RETEED warcal ‘ <
Generate credit note (+3) arbu Filter by ID
CHN-25010001 QiYL G .
Send credit note Fine Foo One of
CN-24120200 QI : Filter by task
Generate credit note (+3) BARRY'S
cN-0001 ([ ted One of Ll J
- nvoice poste
e Warburt
Filter by task1 Generate credit note
c-25030001 (ITTZD .
Send credit note (+1) 1 One of Mark credit note as refunded
€-24120203 m P Post credit note
Generate credit note (+3) Leo's Lefnons 5.81
Send credit note

Create a credit memo

There are 2 options for creating a credit memo in Qargo:
In line with Qargo’s invoice constraints, credit memos must be used instead of negative invoices when adjusting overcharges
or billing errors.

1. Create a Standalone credit memo to create a credit that can offset an account balance.
2. Create a Credit memo from an existing invoice or order to offset the original invoice amount.

Standalone credit memo

¢ Navigate to the Invoices > Credit memos submenu.

¢ Click the green Create credit memo button.
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D

0ARGO Orders  Planning ﬁ Invoices  Dashboard  Customers  Resources  Locations ~ Rates  Configuration  Global configuration Arynnes Empty e 6) e

Orders to invoice eices Credit notes Trips to bill Purchase invoices Upload purchase invoices @) Invoice exports
Q [ Edit columns & Export V Quick actions V/ Create credit note.
Al Draftinvoice  Invoiced Invoice posted | Cancelled
Name Customer Credit note date Amount (excl. VAT) Billing frequency
£1,842.79
DRAFT-CN-0001
" —— Fine Foods Ltd - £0
Generate credit note (+3)
G 2oz (OEETD Busa Gases 17namen cam0

e Enter the customer name and date, and click Save.
e The credit memo is created as a draft.
¢ Navigate to the Credit memo lines panel and select Add charge. The Edit charge window opens.

e Select the Charge(*) field. A drop-down shows the available charge options to select. These can be renamed if
necessary in the Name(*) field.

e Add the Amount(*) and make sure a Tax rate(*) is entered.
e Use the description field to type details of the credit.

e Click Save.

Edit charge

Charge [*} Name (*}

Manual charge Rename charge
Tax rate [*} Amount (*}

VAT 20% 35

Drascription

Enter the description for the credit.

e The charge now shows, with the appropriate tax rate applied. The credit memo stays in Draft status, and in the Draft
invoice tab, until the Generate credit memo PDF task is completed.
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C: QARGO Orders Planning Stops Trips. Invoices Dashboard Customers Resources Locations Rates Configuration

< DRAFT-CN-0001

Global canfiguration Arynnes Empty

D History Create credit note
Customer: Fine Foods Ltd Customer VAT number: NJA Currency: GBP
B
General details
Costomer () husdae Exchange rate cat
Fine Foods Ltd
© Generalinfo
v Credit note documents and tasks Add documents v/
() Generate credit note ®
® Mark credit note as refunded ® ®
® ®
v Credit note lines Add charge €= = = == -
Invoice Order Name Nominal code Customer reference Order start Order end Description VAT % Amount
Actual date Location Actual date Location
Fuel surcharge Transport charge AT 20% £122.00 2 a
Subtotal excluding VAT £123.00
Total VAT £24.60 z
Total £147.60

Credit memos in an Invoiced status are in the Invoiced tab and have the PDF file available, which can be sent to
customers.

Once sent to the customer, credit memos can be applied to the customer account and marked as Refunded. This can be
set as either a manual or an automatic task. If manual, it shows as a task to generate.

o *Note: If set as an automatic task, adding the tag is recommended for visual confirmation that it has been completed.

C: 0ARGO Orders  Planning  Stops  Trips  Invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration  Global configuration Arynnes Empty e 69 a

< €-25030002 [ retnced | <= ===~ -

D History Create credit note
Customer: Honey Bear Customer VAT number: NJA Currency: GBP

General details €-25030002.pdf @& 4 X
21/03/2025 17:18
Customer (1) Iesue date (') Exchange rata cate
Honey Bear 21/03/2025 5% Q@ @ O Q
~ General info
“ Credit note documents and tasks Add documents V'
Celins €-25030002.pdf B | k .
2110372025 17:19
® Send credit note - —————— >»® ®
® Post credit note - o = = = —— > ®
@ +1Task 123 Somewhere Street
s London WC2B 4HN, GB Honey Bear
Infirmary Road
“ Credit note lines. Add charge @ Show detail per fine VAT number: Londonderry BT48 THG, GB
Invoice Order Name Nominal code | Customer reference | Or@e" tart Order en g, Amount
Actual date Location Actual dat CREDIT NOTE
Manualcharge VAT20% £3400 2 0
Credit note Date Due date VAT number customer
Subtotal excluding VAT £34.00 €:25030002 2110312025 2110312025
Description From - to Customer reference number Amount
Total VAT £6.80 £ Manual charge -34.00
Total £40.80 Sublotal excl. VAT: GBP -34.00
VAT 20%: GBP -6.80
<

Credit memos that have been set to Invoiced can be processed to a posted status.

A credit memo can be canceled from the General info panel menu. Once the credit memo has been canceled, it shows in
the Canceled tab. The charges that were credited are set to O.
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Orders  Planning  Stops Invoices  Dashi Customers  Resources  Locations  Rates  Configuration  Global configurati Arynnes Empty

& ¢-25030002 [[EEEY retunced D History || Create credit note

Customer: Honey Bear Customer VAT number: N/A Currency: GBP

General details

Customar (%) Issus date {°) Exchange rate date

Honey Bear 21/03/2025

€= ————

~ General info

Cancel credit note

~ Credit note documents and tasks Add documents v/
Gredit note ©-25030002.pdf ®
2170312025 17:18
® Send credit note - ® @
® post credit note - ®
@ +1Task
~ Credit notelines. Add charge @ Show detail per line
Invoice Order Name Nominal code Customer reference Order start O”‘e" end Description VAT % Amount
Actuatdate Location Actusl date Location
Manual charge
VAT 20% £34.00 2 0
Subtotal excluding VAT £24.00
Total VAT £6.80 4
Total £40.80

e The credit memo shows a Canceled label.

C-25030002 Cancelled GEILBES

» https://www.youtube.com/embed/sSNzE7J69rY?rel=0

Credit memo from an existing invoice

¢ Navigate to the Invoices > Invoices submenu. Select the invoice for the order whose charges need to be updated.

(:i QARGO Orders  Planning  Stops Invoices  Dashboard  Customers  Resources ocations  Rates  Configuration  Global configuration Arynnes Empty ° e
Ordergtodnuice—y Invoices  Creditnotes  Tripstobill  Purchaseinvoices  Upload purchase invoices @ Invoice exports
Q [ Edit columns @ Export v/ @ Print Quick actions v
Al Draftinvoice Invoiced  Invoice posted  Cancelled
Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents Amount (excl. VAT) Creation date
£8,082.14

m}fiﬂ?r:ﬂ o Fine Foods Ltd 20/03/2025 19/04/2025 £476.22 20/03/2025
s so0t0 D Monthly BARRY'S TOFFEE 11/03/2028 26/03/2025 Paid £0 11/03/2028
e os0009 O ® Monthly BARRY'S TOFFEE 11/03/2028 26/03/2025 paiff £170 11/03/2025
1,’:;5?;3&0005 (TTED Koryfes SA 10/03/2025 09/04/2025 paid £0 10/03/2025
I‘_‘fif‘z?oﬂd!%@ Honey Bear 10/03/2025 09/04/2025 £216 10/03/2025
I zo-0s0000 (R Fine Foods Ltd 07/03/2025 08/04/2025 Paid £462.83 07/03/2025
Lt‘fi;‘:ifﬂinf GEDD Leo's Lemons 07/03/2025 31/03/2025 Paid £0 07/03/2025
IN-25-020008 GEDD Tiofarma BY 28/02/2025 30/03/2025 Paid £0 28/02/2025

¢ Select the cost line(s) to credit and use Remove/credit selected charge(s).

¢ From the drop-down menu, select Create credit memo.
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2 oarco

Orders

Planning  Stops  Trips

Invoices Dashboard

Customers

Resources

Locations

Rates  Configuration  Global configuration

Arynnes Empty e e

< IN-25-030007 (CEEE)

Customer: Honey Bear ¢ Communication language: English (UK) Customer VAT number: NJA Currency: GBP

« General info
@ Invoice date

(@) Payment term

@ Due date

@ Exchange rate date

 Invoice documents and tasks

Invoice lines

® | Order

Outstanding tasks

MY20240104
MY20250051

Subtotal excluding VAT
Total VAT
Total

Mo 10/03/2025

30 days after invoice date

We 09/04/2025

Add documents

IN-25-030007.pdf

Add charges v/

Name

Transport charge ©

Transport charge

Fuel surcharge

Manual charge

Nominal code Customer reference

Transport charge

Order start

Actual date

Su08/01

Su 26/01

Location

Trent Park Golf Club

68-N14 4UW Loy

Ennis Road
rerick

dor

Order end

Actual date
Su 05/01

Su 26/01
1143

¢ A new window opens with 3 options to create the credit memo:

Locatior

Eastern Docks

@ Show detail per line

Calculation Description

Automatically calculated

GB-CT161JA Dover, Kent 100 GBP

Peel Port Dublin

Automatically calculated
4.68BP

Manual price

Manual price

D History & Print

Removelcredit selected charge(s)
\# Remove from invoice
Move to existing invoice
V# Move charges to new invoice

Create credit note
VAL euse

VAT 20% £12

VAT 20% £100
£216

£43.20

£259.20

o Create credit memo: Creates a new credit memo under a unique number, with the selected charges.

o Create draft credit memo: Creates a draft credit memo under a unique number, with the selected charges.

o Add to existing credit memo: Gives the option to select an existing draft or standard credit memo to add the
charges to. Charges cannot be added to a credit memo that is already posted.

e Select the action required for the selected charges.

Customer

Honey Bear

Orders

MY20240104
MY20250051

Total

£100.00
£4.00

£104.00

Credit note

Actiol

(mmmne

Edit VAT%

Is

I

Create credit note
Create draft credit note

Add to existing credit note

Invoices - Create credit memo | Qargo Help Center - https://help.gargo.com/us/articles/133840-invoices-create-credit-memo

Create invoice

I

I

Cancel m
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Create credit note

Customer Orders Credit note

Action

Honey Bear MY20240104 £100.00 - )
Y O = - Add to existing credit note

MY20260051 £4.00

Total £104.00

Existing cradit no

C-25030004 om= = = =9

Cancel m

Once a credit memo is created, a tag displays on the original invoice showing the credited amount.

Invoice lines Add charges \/ @ Show detail per line Edit VAT% "
Order Name Nominal code Customer reference Order start Order end Calculation Description VAT % Amount
Gustanding tasks date Locatior Actual date Location
T t charge @ - Su05/01 Trent Park Golf Club Sy 05/01 Eastern Docks Automatically caleulated
MY20240104 ransport charge ( u 05/ Trer u 05/ o= y AT 20% 100 2
conta GB-NT4 AUW L ozt GB-CT16104 Dover, Kent 100 GBP
T t ch Ennis Road Su26/01 Peel Port Dublin Automatically calculated
MY20250051 ransport charge § u 26/ ly VAT 20% £ a
e e T Conta 1E Limerick 13 1€ Dubli 108P
> -_025030004 (£4.00) 2
Fuel surcharga Transport charge Manual price VAT 20% £12 2 B8
Manual charge Manual price VAT 20% £100 2z 0
Subtotal excluding VAT £216
Total VAT £43.20

e Multiple charges can be moved to different credit memos if necessary.

Integrations are enabled on a non-production tenant.

Orders Planning Stops Invoices Dashboard Customers Resources Locations Global configural Arynnes Empty @ e

< IN-25-030007 ([EESD D History | @ Print | Create invoice

Customer: Honey Bear & Communication language: English (UK) Customer VAT number: NJA Currency: GBP

v General info

@ Invoice date Mo 10/03/2025
0 Payment term 30 days after invoice date
D Due date We 09/04/2025

(@ Exchange rate date

* Invoice documents and tasks Add documents v/

IN-25-030007.pdf @
® @
Invoice lines Add charges v/ @ Show detail per line Remove/credit selected charge(s) V Edit VAT% 5
=/ Order Name Nominal code Customer reference  Order start Order end Calculation Description VAT % Amount
Outstanding tasks Actual date Locatior Actual date Location
Transport charge & = Su 05/01 Trent Park Golf Club ~ Su 05/01 Eastern Docks Automatically calculated
= MY20240104 e ge ( 2 e f =t ly VAT 20% £100 z
P enta GB-N144 don 03:16 GB-CT181J4 Dever, Kent 100 GBP
L t h: - Su26/01 Ennis Road Su 26/01 Peel Port Dublin Automatically calculated
((mv20250051 ransport charge u 26/ u 26/ ly T . P
Create Taper (+T Contai o815 1E Limeriek 1143 1E Oubi a68P
| c-25030004 | (£4.00) Z 0
Fuel surcharge Transport charge Manual price VAT 20% £12 Z 0
Manual charge -
Manual price VAT 20% £100 2 0O
Subtotal excluding VAT £216
Total VAT £43.20

= When a custom date with a different year is used, this is reflected in the generated credit memo number (if YEAR is
used in the invoice number).

Example:

Creating an invoice on January 1, 2026, with a custom date of December 1, 2025, uses the default year 2025.
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Credit memos show in the appropriate tab (Draft/Invoiced). If the full selected charge is being credited, the credit memo can
be generated and sent to the customer. It can then be posted and becomes available to import into accounts.

c: QARGO Orders Planning Stops Trips Invoices Dashboard Customers. Resources Locations Rates Configuration Global configuration Arynnes Empty @ e

< ©N-25012500 ([EEED Refunded

D History Create credit note
Customer: Warburtons Ltd Customer VAT number: N/A Currency: GBP

General details

Customar (*) Issua date (+) Exchange rate date
Warburtons Ltd

v General info

+ Credit note documents and tasks Add documents Vv

Creditnote CN-25012500.pdf

2110312025 17:25

® Send credit note @ @
® Post credit note - ®

@ +17Task

“ Credit note lines Add charge @ Showdetail perline Removefinvoice selected charges \/
Invoice Order Name Nominal code Customer reference Orderstart Order end

0r-0046 Transport charge - We 13/11/2024 Warbys1

Transport charge

Description VAT % Amount

Aetual date Loeation

| IN-24- We 13/11/2024 Solstice Park ,
GB-BL4 0J2 Farnworth 10:85 68-574 750 Amesbury (CEZS 23280

Is
(=]

Subtotal excluding VAT

£326.98
Total VAT

£65.40

Iy

Total £392.38

Integrations are enabled on a non-preduction tenant.

Locations ~ Rates  Configuration  Global configuration Arynnes Empty o e

Orders Planning Stops Trips Invoices Dashboard Customers Resources

< CcN-25012500 ([EEE] retunce

D History Create credit note
Customer: Warburtons Ltd Customer VAT number: N/ Currency: GBP
General details
Customar (4 Issu data (1) Exchange ato date
Warburtons Ltd
© General info
v Credit note documents and tasks Add documents
C:id" ”D'i . CN-25012600.pdf @
® Send credit note ® @
@ Post credit notef, ®
@ +1Task
“ Credit note lines Add charge @© Show detail per line
Invoice Order Name Nominal code Customer reference .Order ‘5"5" } Q’lde‘r end . Description VAT % Amount
IN-2 - Transport charge : We 13/11/2024 Warbys1 We 13/11/2024  Solstice Park
IS R Re0eH P 9 Transport charge N1/ ) 7y > ¢ VAT 20% £326.98 2 o
contai o 68-8L4 012 Farnworth 1085 6B-5°4 75Q Amesbury
Subtotal excluding VAT £326.98
Total VAT £65.40 ra
Total £392.38

]

These actions can also be performed in bulk via Quick actions or in the credit memo list view.

Adjusting charges

In some cases, the credit being issued may not cover the entire charge. The steps to create the credit memo are the same:
select the charge to adjust and create the draft or standard credit memo.

¢ Navigate to the credit memos submenu and select the appropriate tab for the credit memo (draft/invoiced).

Invoices - Create credit memo | Qargo Help Center - https://help.gargo.com/us/articles/133840-invoices-create-credit-memo 9/16


https://help.qargo.com/us/articles/133829-complete-tasks-in-bulk

~
A QARGO

A

[ Edit columns

Orders

Orders to invoice  ®= imveices= = Credit notes

All Draft invoice Invoiced Invoice posted Cancelled

Name

CN-24120200 ([CTEED

Generate credit note (+3)
C-25030004
Generate credit note (+3)

€-25030001

Send credit note (+1)

C-24120203

Generate credit note (+3)

Refunded

Customer

BARRY'S TOFFEE

Honey Bear

BARRY'S TOFFEE

Leo's Lemons

Planning  Stef

Invoices

Credit note date

Dashboard

Customers

Trips to bill

Amount (excl. VAT)

£929.81
17/12/2024 £350 Monthly
24/03/2025 £379
18/03/2025 £75 Monthly
18/12/2024 £125.81

form description field is also available to add any other details.

2 aareo

< cN-24120200 (B0

Orders

Customer: BARRY'S TOFFEE Customer VAT number: NfA Currency: GBP

General details

BARRY'S TOFFEE

v General info

v Credit note documents and tasks

® Generate credit note

v Credit note lines.

Invoice Order

| IN-2a-

(i)

Subtotal excluding VAT

Total VAT

Total

Add documents v

Add charge

Name

Transport charge

Planning

Stops Trips.

17112/20

Invoices

Dashboard Customers

Taxrate (

VAT 20% (20%)
Description
Credit

Resources Locations Rates

Name ()

Transport charge

Resources

Purchase invoices

Configuration

Locations Rates

Configuration

Upload purchase invoices )

Billing frequency

Open the credit memo by clicking its number and navigate to the Credit memo lines panel.

==

Cancel m

Global configuration

Nominal code

Customer reference

Order start
Actual date

Tu 08/10/2024 BN1

Location

GB-BN1 Brighton 104

Order end

Actual date Location

Tu 08/10/2024 MK10
GB-MK10 Milton

Description

The amount entered in the ‘Edit charge’ window is the amount of credit being issued.

Click Save. The amount updates and now shows on the credit memo.

e The credit memo details show both on the invoice and on the order:

Invoices - Create credit memo | Qargo Help Center - https://help.gargo.com/us/articles/133840-invoices-create-credit-memo

VAT %

VAT 20%

Global configuration

Invoice exports

& Export

Click the edit icon next to the charge to adjust. An Edit charge window opens where the amount can be updated. A free-

-

D History Create credit note
®
® ®
N
~_Amount
\
£350.00 Z |0
A
£360.00 1
1
1
£70.00 2
i
£420.00
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All Draft invoice Invoiced

Name

CN-24120200

Generate\Ehdit note (+3)

C-25030004

Generate credit note (+3)

C-25030001 (PR = Refunded

Send creditnote (+1)

C-24120203

Generate credit note (+3)

Customer: BARRY'S TOFFEE £ VAT number: - Order creation date: Tu 08/10/2024 Transport service: Goods Responsible: arynne@garge.com

Customer price: Palletforce - Collect/deliveries(CUSTOMER SPECIFIC + FIXED RATE PER PACKAGING SIZE + 2-5 SPACES + 5 PLUS RATES) /.. VAT: VAT 20%

* Order revenue

Add charge

Open as page .

[ Customise Edit order

DON'T recalculate price if order changes

Create similar order

Recalculate

Name

Transport charge
(in-24-120008

Total price

VAT

VAT 20%

VAT 20%

Calculation

Manual price

Amount

£350.00

-£150.00

£200.00

 General info

@ Department

@ Collect/Delivery duration

@ Chargeable dimensions

@ Profitability

E Toll

@ service level

(@ Vehicle category

) Container type

@ Contact emails

(@ Container number

(D Pallet network consignment type

~ Order documents and tasks

Quote
13/10/2024 14:28

[ Edit columns

Invoice posted Cancelled
Customer
e BARRY'S TOFFEE
®
Honey Bear
BARRY'S TOFFEE

Leo's Lemons

Additional functions

Orders Planni

Add infofconsignment

113 mi (O mi empty + 113 mi loaded)
Driving: 2h49m  Total: 4h49m

Collect: 1hOm
Delivery: 1hom
Total: 2hOm
£200

£0.00

48HR

Add documents \/

0r-0024 quote.pdf

Stops Trips Invoices

Orders to invaice Invoices

Credit note date

17/12/2024

24/03/2025

18/03/2025

18/12/2024

Credit notes

Detail view

Customer: BARRY'S TOFFEE (BARRY'S)

~ Generalinfo
@ ivoice dite We 111272028
) Payment term
@ ouedate

Fr 10/07/2025

) Exchange rate date

IN-24-120000.pdf

Communication language: English (UK) Customer VAT number: NJA Currency: GBP Payment term: 30 days after in

30 days after invoice date

Openas

@ Print Create invoice

ice date Dus date: 2025-01-10

®
24032025 1610
® send invoice @ @
® +27asks
Invoice lines. @ Show detail per line Edit VAT% 1"
Order Name Nominal code Customer reference Order start Order end Calculation D/ VAT % Amount
= ransport charge 9 a1 u k10
00024 ) Transport chargs Tu 081072024 N1 r vna/m/zou 0 Manualprce  AT20% 350
| N-24120200) (£150.00) | 2 B
Subtotal excluding VAT 350
Total VAT £7000
Total £42000
are enabled on a non-production tenant.
Dashboard  Customers  Resources  Locations Configuration  Global configuration ynnes Empty e e
Trips to bill Purchase invoices Upload purchase invoices @ Invoice exports

‘Amount (excl. VAT)

g frequency

£729.81
£150 Monthly
£379

£75 Monthly
£12581

There are 2 other buttons available on the main list page:

@ Export V

Showing 4 out of 4 credit notes

Quick actions V' Create credit note

E 20/ page Q@

e Export: Allows users to export all or a selection of credit memo records as an Excel file. This is separate from the export
specifically for imports into accounts.

¢ Quick actions: Tasks shown here can be done in bulk on selected records.

Invoices - Create credit memo | Qargo Help Center - https://help.qargo.com/us/articles/133840-invoices-create-credit-memo
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FH Export W Quick actions W Create credit note

Tasks
Tasks
Generate credit note
Send credit note

Mark credit note as refunded

Post credit note

Undo post credit note

Undo mark credit note as refunded

Export

Use the Export button to generate a report based on all or a selection of credit memo records. This can be combined with
the filters in the column headers to generate specific exports.

-~
L ‘ QARGO Orders Planning Stops Trips Invoices Dashboard Customers Resources Locations Rates Configuration Global configuration Arynnes Empty 9 é) e
Orders to invoice Invoices Credit notes Trips to bill Purchase invoices Upload purchase inveices @) Invoice exports
Q B Edit columns B Export Vv © Select at least one row Create credit note
Al Draftinvoice  Invoiced | Invoice posted  Cancelled Excel export:
Name Customer Credit note date Amount (excl. VAT) Billing frequency Export All
3 selected £600/£1,989.79
Select rows
DRAFT-CN-0003
Generate cradit note (+3) Honey Bear 21/03/2025 £34
DRAFT-CN-0 |
Generata credit note (+3) Fine Foods Ltd 01/03/2025 £123
€rd-2412020
Generate eradit note (+3) Buse Gases 171122024 £430
CN-25012500 (TR
Generate crodit note (+3) Warburtons Ltd - £326.98
CN-25010001 (NNRFTRCED Refunded | oo 010172025 =

Send credit note

Er“\;,zﬁ:f?i??hm‘u] BARRY'S TOFFEE 17/12/2024 £350 Monthly

Sl invoice posted ]
cN-00071 (YT  Refunded Warburtons L1d ER) a5

©-25030001 (TR | Refunded .
it o 0 BARRY'S TOFFEE 18/03/2025 £75 Monthly

€-24120203
[nvicsal) Leo's Lemons 18/12/2024 £125.81

Generate crodit note (+3)

Showing 9 out of 9 credit notes E

Yy

20/ page

c=———

Quick actions tasks

Generate credit memo:
Creates the PDF file for the credit memo. Any subsequent tasks scheduled after this task become available. Once the PDF
file is available, it can be sent to the customer.

Send credit memo:
Sending the credit memo can be configured as either an automatic or a manual task. If set to send automatically (email), the
billing contact on the customer profile must have an email address.
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Orders Planning Stops Trips. Invoices Dashboard Customers. Resources i Configuration Global configuration

8= = = == =) Tasks Additional fields Documents Accounting Order imports Integrations Mappings Templates Organisation settings
Object Credit note tasks Send credit note
| v Create credit note Add
@] orders General info
Generate credit note (manual completion) Name (4
Genarate document (Default task) A Admin : o
E Bookings Document type: Credit note Send credit note
: Schedule task after ()
; i Send credit note (manual completion,
Container terminals ® ¢ P ) Generate credit note
Contact & Accounting :

E-mail from info@aarge.io to Customer (All) with Credit

Intermodal bookings note attachments

Scheduling options
Mark credit note as refunded
Trips (manual completion) Complete task (* Auto-skip when credit note has status
: System task (Default task) A Admin
Post credit note (manual completion) Auto complete task
= Invoices System task (Default task) A Admin
Adt  Manually complete
Invoices Always skip task &

Add tag
Purchase invoices

Credit notes (= == = =g )
Configuration

E’Jf‘, Conditions ()

Required documents

Mark credit memo as refunded / Undo mark credit memo as refunded:
Can be configured to process automatically once the credit memo is generated. When configuring the task, a tag can be

added which is applied to the record. If set to manual, this shows as a task to be completed once the Generate credit memo
PDF task is completed.

’: QARGO Orders Planning Stops. Trips Invoices Dashboard Customers Resources Locations Rates Configuration Global configuration Arynnes Empty e éﬁ e

< DRAFT-CN-0001 D History Create credit note

Customer: Fine Foods Ltd Customer VAT number: NJA Currency: GBP

General details

Customr () Issue date Exchange rate cate
Fine Foods Ltd
v General info
 Credit note documents and tasks Add documents
® Generate credit note - ®
® Mark credit note as refunded - ® ®
® ®
~ Creditnote lines Add charge
Invoice Order Name Nominal code Customer reference Order start Order end Description VAT % Amount
Actual date Location Actual date Location
Fuel surch: L teh
uel surcharge ransport charge AT 20% £122.00 2 B
Subtotal excluding VAT £123.00
Total VAT £24.60 z
Total £147.60

Post credit memo / Undo post credit memo:
The credit memo must have the Generate credit memo PDF task completed before it can be updated to a Posted status.
Once the status is posted, the record is included in any exports to accounts. Posted invoices cannot be updated.

Click the link below for more information on posted invoice restrictions.

Post-invoice actions and restrictions.
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Cancel a credit memo

If a credit memo is created but not required, it can be set to Canceled, provided the credit memo is not in a posted status.

¢ Open the credit memo and navigate to the General details panel.
¢ Use the menu on the right and select Cancel credit memo.

Q QARGO Orders Planni Invoices Dashboard Customers Resources Locations

Rates

< Crd-24120201 Refunded

Customer: Buse Gases Customer VAT number: NJA Currency: GBP

General details

Customar (+) Issue date 1)

Buse Gases 17/12/2024

~ General info

 Credit note documents and tasks Add documents

Creditnote Crd-24120201.pdf
2110312028 17:04
® Send credit note

® Post credit note

® 1 Task
¥ Credit note lines Add charge
Invoice Order Name Nominal code Customer reference Order start Order end
Actual date Lacatlr Actualdate
| IN-24-

Transport charge We 30/10/2024 Buse Gases

©B-B711DC West Brommich

Transport charge . 3 i

Col ration

Exchange rate date

Location

We 20/10/2024 Stekene

BE-8190 Stekene

Global cor

Arynnes Empt

Create credit note

Subtotal excluding VAT
Total VAT

Total

D History
@ Show detail per line
Description VAT % Amount
VAT 20% £430.00
£430.00
£86.00
£6516.00

1

1

]

A 4

Cancel credit note
®

® ®
®

2 0

2z

Stops Trips Invoices

Dashboard

stomers.

Resources ations.

Rates  Configuration

Global configuration

< crd-24120201 [[EEEZD | retunded

Customer: Buse Gases Customer VAT number: NJA Currency: GBP

General details

Buse Gases
Invoice lines
Order
« General info Outstanding tasks
((or-00a1])

“ Credit note documents and tasks

Credit note
21/03/2025 17:04
Subtotal excluding VAT
® Send credit nate

Total VAT
® Post credit note
Total
@ +1Task
“ Credit note lines Add charge
Invoice Order Name
Transport charge

Subtotal excluding VAT

Total VAT

Total

Issue date (%)
Add charges Vv
Name

Nominal code

Transport charge

Nominal code Customer reference

Transport charge

Transport charge

-

’ Y

: 1

1 Once cancelled, the credit note :

1 showing in the invoice willbe

I removed and the charges show |

1 on the invoice again. !

: [}

]

Customer reference Order start \, P

Actual date Location U

We 30/10/2024 Buse Gases

We 30/10/2024 Stekene

Order start Order end

Actual date Locatier Actual date

Location
We 30/10/2024 Buse Gases
GB-B71 1DG West Bremuich

We 30/10/2024 Stekene
642 BE-9100 Stakene

Calcula VAT %

~
~,

~
ManualVaT 20%
<

Arynnes Empty

D History

Edit VAT%

Amount

£430

((erd-24120201 | (£430.00) 2
£430
£86.00

£516.00

@ Show detail per line

Description

VAT % Amount

VAT 20% £430.00
£430.00
£86.00

£516.00

Create credit note

2

0
®
& ®

2 ® ©
®
z 0

I

Re-invoicing credit memo charges

Because of mistakes made on an invoice, it may be necessary to create a credit memo from the invoice and re-invoice the

order.

This is now possible by opening the credit memo page, selecting the charges on the credit memo to re-invoice and adding

them to a new or existing invoice.
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If an invoice was assigned to the wrong customer, it can be corrected by issuing a full credit memo against the original

invoice and reassigning the charges to a new or existing invoice with updated customer details.

r‘ QARGO Orders Planning Stops Trips Invoices Dashboard Customers Resources Locations Rates
< c-25030005 ([EEEE)
Customer: Schenker Logistics Netherlands Customer VAT number: NJA Currency: GBP
General details
Schenker Logistics Netherlands 24/03/2025

~ General info

~ Credit note documents and tasks Add documents V'

() Generate credit note -

+ Greditnote lines Add charge

Invoice Order Name Nominal code Customer reference Order start Qrderiend

Transport charge Transport charge -

N 1
M

Subtotal excluding VAT

Th 12/12/2024 Haven 1219 Port of Antwerp, A.

BE-9130 Boveren 02:54 8E-8800 Roeselare

Total VAT

Total

rders. Planni Invoices Dashboard Customers Resources Loc:

Global configurat

Th 12/12/2024 Carpenter Belgium

Description

VAT %

yones emety (@) @

D History Create credit note

Removefinvoice selected charges v
Delete selected charges

Move to existing credit note

VAT zo%) Re-invoice charges |

£100.00

£20.00

I

£120.00

——-Y)

Orders to invoice Invoices Creditnotes Trips to bill Purchase invoices Upload purchase invoices @ Invoice exports
Q [ Edit columns
Al | Orattivoics | Involced | involce posted¥ | Cancelled
Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents
e il R Honey Bear 20/03/2025 19/04/2025 Paid
ﬁfi’fifom Monthly BARRY'S TOFFEE 07/03/2025 30/04/2025 Paid
E:]fi’,fifom Monthly BARRY'S TOFFEE 07/03/2025 30/04/2025 Paid
L s Monthly BARRY'S TOFFEE 07/03/2025 30/04/2025 Paid
E]ﬁ'ﬁfom Monthly BARRY'S TOFFEE 07/03/2025 30/04/2025 Paid
mﬁff{,oz“ofizm Monthly BARRY'S TOFFEE 28/02/2025 30/03/2025
it Monthly BARRY'S TOFFEE 27/01/2025 26/02/2025 Paid
E:VE?,V,:ESODA Buse Gases 17/12/2024 16/01/2025 Paid
bbbty e Schenker Logistics Netherlands 12/12/2024 11/01/2025 Paid
iy “Z\iovjuzbm ‘me = Schenker Logistics Netherlands 12/12/2024 11/01/2025 Paid
b Warburtons Ltd 12/12/2024 Unpaid (overdue)
o i Monthly BARRY'S TOFFEE 111212024 10/01/2025 Paid
Sesalicon Schenker Logistics Netherlands 12/11/2024 12112/2024 Paid
oleret e Schenker Logistics Netherlands 08/10/2024 07/11/2024 Paid

Communication

@ Export Vv

& Print

Amount (excl. VAT)
£4,580.86

£0

£476

£390

£550

£1,039.03

£317.85

£390

£430

£100

£0

£326.98

£350

£111

£0

Showing 15 out of 15 invoices

(]

Rk actonzivg

Creation date

20/03/2025
07/03/2025
07/03/2025
07/03/2025
07/03/2025
28/02/2025
27/01/2025
17/12/2024
16/01/2025
14/01/2025
08/01/2025
08/01/2025
14/01/2025

14/01/2026

20/ page

After a new invoice has been created from the selected charges, the charges are also automatically re-added to the order in

an additional line, as in the example below:
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Open as page

Or-0089 m [ Customise Edit order Create similar order

Customer: Schenker Logistics Netherlands ¢ VAT number: - Order creation date: Fr 13/12/2024 Transport service: Owned C i R bl

Customer price: Default (Owned Container) VAT: VAT 20% ¢ DON'T recalculate price if order changes

v Order revenue Add charge

Recalculate

Name VAT Calculation Amount
Transport charge (O Automatically calculated
P —— VAT 20% £100.00
| IN-24-120013 | 100 GBP

5030005 VAT 20% - £100.00 Z
Transport charge (O Automatically calculated
e ——— VAT 20% £100.00 2
| IN-25-030013 | 100 GBP
Total price £100.00
~ General info Add infofconsignment
() Quote name Quote-0006

83 mi (0 mi empty + 83 mi loaded)
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