Invoices — cancel or reuse invoices

Cancel an invoice via Invoices > Invoices. Orders revert to "Ready to invoice." Find canceled invoices under "Canceled" or
undo the cancellation to reuse them.

Updated October 8, 2025
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Canceling an existing invoice {#h_130de2541d}

¢ Go to Invoices > Invoices and find the invoice to cancel.

Orders. Planning  CENE——— Invoices Dashboard Customers Resources Locations Rates Configuration Arynnes Empty e e
®rderstoinvoice P> Invoices  Creditnotes  Tripstobill  Purchase invoices  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
£8,030.91
IN-25-030010 (TN ( \
Sendlnvoice (+1) Monthly BARRY'S TOFFEE 11/03/2025 30/04/2025 Paid ((imvoice ) £120 11/03/2025

;2,;3?";335‘3?5, Fine Foods Ltd 07/03/2025 06/04/2025 Paid Invoice | £462.83 07/03/2025

IN-25-030005 (EIZED

I en's | amans 0710212095 21037095 Paid (Miovaice 1 £0 0710212095

¢ Open the invoice details view and find the 3 dots on the right side of the page.
e Click the 3 dots and select “Cancel invoice”.

Any orders linked to the invoice are automatically removed from it and get the status “Ready to invoice”.

== Duplicate entries in the invoice list after a cancellation might be caused by linked documents being reassociated
with other invoices. Always check linked documents to make sure there are no duplicates at the bill level.

QARGO Orders Planning Stops Trips Invoices Dashboard Customers Resources Locations. Rates Configuration Arynnes Empty e e
< IN-25-010002 (D) O History @ Print  Create invoice
Customer: Koryfes SA 2 Communication language: English (UK) Customer VAT number: NJ/A Currency: GBP N

N
N
 General info A
) Cancel invoice
@ Invoice date We 08/01/2025
@ Payment term 30 days after invoice date
(@ Due date Fr 07/02/2025

@ Exchange rate date

v Invoice documents and tasks Add documents V'

Invoice IN-26-010002.pdf

@
28/02/2025 1151
® Send invoice ® ®
® Mark invoice as paid ® ®
(® Post invoice ®
Invoice lines Add charges \/ @® Show detail per line Edit VAT% it
Order Name Nominal code ~ Customer reference  Order start Order end Calculation Description VAT % Amount
Outstanding tasks Actual date Location Actual date Location
[or- - i Automatically calculated
[(or-0022 Transport charge We 09/10/2024 Ravago Plastics  We 09/10/2024. Le Thillay utomatically calculate VAT 20% £1169.00 2
Contai 06:00 @5 BE-2370 Arendonk  12:41 3 FR-95500 Le Thilay  Total distance: 920.56 km x (1.27 GBP / km)
Subtotal excluding VAT £1,169.09
Total VAT £233.82 2
Total £1,402.91
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Orders  Plannin Stops  Trips  Invoices  Dashboard

Orders to invoice nvoices Credit notes Trips to bill Purchase invoices Upload purchase invoices () Invoice exports
[ Edit columns B Export Vv & Print Quick actions V'
Al Oraftinvoice  Inwoiced  Invoice posted  Cancelled
Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents Amount (excl. VAT) Creation date
£8,030.91

Monthly BARRY'S TOFFEE 11/03/2025 30/04/2025 Paid Invoice £120 11/03/2025
Fine Foods Ltd 07/03/2026 06/04/2025 Paid Invoice £462.83 07/03/2025
Leo's Lemons 07/03/2025 31/03/2025 Paid Invoice £0 07/03/2025
Tiofarma BV 28/02/2025 30/03/2025 Paid Invoice £39.99 28/02/2025
Schenker Logistics Netherlands 03/02/2025 05/03/2025 Invoice £134 03/02/2025
Schenker Logistics Netherlands 27/01/2025 26/02/2025 Paid Invoice £1,239 27/01/2025
Fine Foods Ltd 21/01/2025 20/02/2025 Paid Invoice £250 21/01/2025
Warburtons Ltd 16/01/2025 31/01/2025 Paid Invoice £887 16/01/2025
Schenker Logistics Netherlands 15/01/2025 14/02/2025 Paid Invoice £189 15/01/2025
Warburtons Ltd 14/01/2025 29/01/2025 paid Invoice £325 14/01/2025
Warburtons Ltd 14/01/2026 20/01/2026 Paid Invoice £750 14/01/2025
Fine Foods Ltd 13/01/2025 12/02/2025 Paid Draft billing proposal | Invoice | £939 13/01/2025
Fine Foods Ltd 13/01/2025 12/02/2025 Paid Invoice £0 13/01/2025
Honey Bear 13/01/2025 12/02/2025 Invoice £375 13/01/2025
Koryfes SA 08/01/2025 J Invoice £1,169.09 08/01/2025

O
Showing 20 out of 24 invoices 1| 2 > 20/page Q

e Canceled invoices are listed under the “Canceled” column.

Orders  Planning  Sta s Invoices  Dashboard ~ Customers  Resources  Locations  Rates  Configuration Arynnes Empty e e

Osdersterimvoiee=D> Invoices  Creditnotes  Tripstobill  Purchaseinvoices  Upload purchase invoices @) Invoice exports

Q @ Edit columns B Export vV & Print Quick actions v/
L3

All Draft invoice Invoiced Invoice posted [ (= = o g
Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents Amount (excl. VAT) Creation date
w0
gﬁ;jifi?jﬂid Honey Bear 11/03/2025 10/04/2025 Paid £0 11/03/2025
giﬁg;fiﬁfgim'%m Koryfes SA 10/03/2025 09/04/2025 Paid £0 10/03/2025
IN-26-030007 (ITIED Koryfes SA 10/03/2025 09/04/2025 Paid £0 10/03/2025
gﬁ;g:’;;j’ﬁ?jﬂid Tiofarma BV 28/02/2025 30/03/2025 Paid £0 28/02/2025
‘g;zg:i?j&ld!%m Koryfes SA 01/01/2025 31/01/2025 Paid £0 08/01/2025
Undo a canceled invoice
To reuse the invoice (number), undo the cancellation and continue the billing process.
e Go to the “Canceled” tab under Invoices.
o
QARGO Orders Planning Stopummm—— P Invoices Dashboard Customers Resources Locations Rates Configuration Global configuration Arynnes Empty e [©) &3
Ordemstodnveiss =p> Invoices  Creditnotes  Tripstobill  Purchase invoices  Upload purchase invoices () Invoice exports
Q [ Edit columns 6B Export V & Print Quick actions V'
All Draft invoice Invoiced Invoice posted
Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents Amount (excl. VAT) Creation date
0
g”j;fi;gf?jfw Honey Bear 11/03/2025 10/04/2025 Paid £0 11/03/2025
g;zi;gi&?iid Koryfes SA 10/03/2025 09/04/2025 Paid £0 10/03/2025

IN-25-030007 Koryfes SA 10/03/2025 09/04/2025 Paid £0 10/03/2025

Generate invoice pdf (+3)

e Select the invoice to set back to the Invoiced status. Click the invoice number to open the invoice details view.
¢ In the General info header, click the 3-dot menu and select “Uncancel invoice”.
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QARGO Orders  Planning  Stops  Trips  Invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration  Global configuration Arynneszmpty@ ) O

& IN-25-030009 D History @ Print  Create invoice

Customer: Honey Bear 2 Communication language: English (UK) Customer VAT number: NJA Currency: GBP

\\‘
<
~

 General info A

Uncancel invoice
@ Invoice date Tu 11/03/2025
@ Payment term 30 days after invoice date
(@ Due date Th 10/04/2025
10)

D Exchange rate date

v Invoice documents and tasks Add documents \/

(® Generate invoice pdf - ®

Orders  Planning tof Trips  Invoices  Dashboard  Customers  Resources  Llocations  Rates  Configuration Arynnes Empty ° °
Orders to invoice Creditnotes  Tripstobill  Purchaseinvoices  Upload purchase invoices () invoice exports
B Edit columns B Export v & Print Quick actions V'
Al Draftinvoice  Inwoiced  Invoice posted  Cancelled
Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents Amount (excl. VAT) Creation date
£0

‘c':nj;g Honey Bear 11/03/2025 10/04/2025 Paid £0 11/03/2025
e Koryfes SA 10/03/2025 09/04/2025 Paid £0 10/03/2025
g\" Koryfes SA 10/03/2025 09/04/2025 Paid £0 10/03/2025
b k Tiofarma BV 28/02/2025 30/03/2025 Paid Invoice £0 28/02/2025
Leiass T Koryfes SA 01/01/2025 31/01/2025 Paid £0 08/01/2025
prioics Warburtons Ltd 17/12/2024 01/01/2025 Paid £0 17/12/2024
i Warburtons Ltd 171212024 01/01/2025 Paid £0 17122024
Schenker Logistics Netherlands 17/12/2024 16/01/2025 Paid £0 1712/2024
Menthly BARRY'S TOFFEE 17/12/2024 16/01/2025 Paid £0 17112/2024
Schenker Logistics Netherlands 13/12/2024 12/01/2025 Paid Invoice £0 13/12/2024
e Schenker Logistics Netherlands 13/12/2024 12/01/2025 Paid Invoice £0 14/01/2025
\ Monthly BARRY'S TOFFEE 13/10/2024 12/11/2024 Paid invoice £0 13/10/2024
= Warburtons Ltd 16/09/2024 01/10/2024 Paid Invoice £0 16/09/2024
Warburtons Ltd 03/09/2024 18/09/2024 Paid Invoice £0 08/01/2025

0
Showing 14 out of 14 invaices 1 20/ page Q

Reusing an invoice number

Once an invoice number has been uncanceled, the number becomes available again. However, any charges on the original
invoice are removed and the invoice is set to O.

e The status of the invoice is reset to Invoiced.

- IN-25-030009 Qe

If the invoice shows “Invoice outdated”, use the Retrigger function to update the invoice preview details. When
troubleshooting discrepancies, such as duplicate entries or unexpected charges, review the relevant bills or configurations to
resolve them.

¢ Invoice details can be updated, including the customer and charges. The invoice can then be processed as a standard
invoice.
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Orders Planning Stops Tri es Dashboard Customers Resources Locations
<|IN-25-030009
Customer: Honey Bear 2 _ Communication language: English (UK) Customer VAT number: NJA Currency: GBP
v General info
@ Invoice date Tu 11/03/2025
( Payment term 30 days after invoice date
(D Due date Th 10/04/2025
@ Exchange rate date
v Invoice documents and tasks Add documents V'
(® Generate invoice pdf -
Mark i i .
Post i on
Invoice lines Add charges VvV
Order Name Nominal code Customer reference Order start Order end
Outstanding tasks Actual date Location Actual date Location
No Data

Subtotal excluding VAT
Total VAT

Total

Planning Invoices  Dashb

Rates

Rates

Configuration  Global configura rynnes Empty

D History & Print

Edit VAT%

Calculation Description VAT % Amount

£0
£0.00

£0.00

Arynnes Empty

Configuration G

Create invoice

12

I

< IN-25-030009 ([[ZI)

Customer: Honey Bear £

%

~ General info

Invoice date

Payment term

Due date

Exchange rate date
 Invoice documents and tasks

Generate invoice pdf

Invoice lines

Order

Subtotal excluding VAT
Total VAT

Total

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

Tu 11/03/2026
30 days after invoice date

Th 10/04/2025

Add documents v

Add charges

Name Nominal code Customer reference Order start Order end

D History @ Print

Calculation Description VAT % Amount

£0.00
£0.00

£ If charges were canceled and reposted, they might initially appear as duplicates across invoices. To resolve this,
check that the old invoice is marked as canceled and that the reposted charges are on an active invoice.
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