PN - UPN: Self bill and billing comparison

How to import UPN self bills and cost invoices into Qargo for invoice comparison and matching, using the UPN shipment

barcode as the reference key.

Updated March 17, 2026

Introduction

On UPN, both the self bills and the cost invoices can be downloaded:

delivers more

You have 5 unread messages

Change of Revenue ~

Invoicing ¥

Track & Trace ' Despatcher , Reporting , Finance

Insurance Claims

Admin ' KPI ' Marketing

UPN > Finance > Invoicing

¢ Central Billing - Cost Invoices
e Central Billing - Self Bill

e Other Invoices and Credit Notes

Make sure to download the Excel files:

Track & Trace

Despatcher

Change of Revenue ¥

Invoicing ¥

Finance

Insurance Claims

Admin ' KPI ' Marketing

UPN > Finance > Invoicing > Central Billing - Cost Invoices

Self bill invoices

Downloading a self bill invoice produces an Excel file with the following information:

.

Invoice No
XX

19/07/24

Selection Criteria

Depot XX

" ome ot | summay | Dotmiea |

=

[ ror 6

A B C D E E G H | J K
Date ConNo Input Dep Consignor Consignee Destination Postcode | Service | Pallets | Spaces | Amount
| 15/07/2024|1234v 100|UPN (UK) Ltd Example delivery Penrith CA11 PRI 1 1]  £10.00
Make sure to set the amount column to the number format:
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So that it appears as below:

I J K L

'allets | Spaces | Amount

1 1 10.00

1 1R £20 'JTT

Then go to Invoices and click Create invoice:

Orders to invoice Invoices Credit notes Trips to bill Purchase invoices

Q [ Edit columns

o v || uickasions v

All Draft invoice Invoiced Invoice posted Cancelled

Then click Upload spreadsheet:
& Create invoice

General details Customer self-bill

Customer (*)

Upload document Upload spreadsheet

Invoice date
Mo 05/08/2024

Copy and paste the data from the spreadsheet on the right side and then select:

e Customer: UPN
e Reference column: Con No.
e Charge amount: Amount
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See the example below:

(& \:. app.gargo.comjuniserve-uinury/invoices/new L= W} v r D/ 94

Q)
Orders Planning Invoices Dashboard Customers Resources Locations Configuration Global configuration Example tenant e e

& Create invoice

General details Customer self-bill
Customer (*) Customer name on invoice (*) Currency Rescan spreadsheet
UPN Ltd UPN (Safeguard) Ltd GBP

Only show relevant columns
Invoice date

Mo 05/08/2024 G H 1 J m L M N o

0 stcode  Service Pallets Spaces Amount

Document subtotal excluding VAT Document VAT amount
1M PRI 1 1 10.00
6546.5199999999995
2 17 STD 1 1.5 39.27
®: 18 R 5 5 177.76
Configuration details 0 4 N8 PRI 1 1 34.05
®s o PRI 1 1 26.18
Reference column (¥ @ 20 : : R
Is the first row a header row? @ B:ConNo 5 5 Rl A A ales
Charge amount column () ®:s 10 s 1 1 31.32
K: Amount Q@ 7 PRI 1 1 20.08
Qw0 17 PRI 1 2 44.42
@11 0 R 1 1 28.82
Matching summary D 12 11 PRI 1 1 26.18
97 out of 143 rows matched @13 20 PRI 1 1 28.82
Following rows could not be matched: Row 1 12345X Q 0 14 113 PRI 1 1 28.82
At the bottom left, an overview shows the references that were not found:
Matching summary )
97 out of 143 rows matched

Following rows could not be matched: Row 1 12345X Q

1

Click the search icon to search for this reference. Correct the reference in the order so that the matching can find it, and
then click Rescan spreadsheet.

Then save the invoice. This creates the invoice that can be sent to UPN.
A functionality is also available to easily correct all the amounts in Qargo with the correct amounts from the CSV file.

Cost invoices

UPN cost invoices can be uploaded into Qargo and matched against shipments using the UPN shipment barcode as the
matching reference.

To upload and match a UPN cost invoice:

1. Navigate to Invoices in Qargo and select Create invoice.

2. Select Upload spreadsheet and paste the data from the UPN cost invoice file.

3. Configure the matching fields:

- Customer: UPN

- Reference column: Con No. (the UPN shipment barcode column in the file)

- Charge amount: the relevant amount column

4. Review matched and unmatched lines. Any references not found appear at the bottom left. Use the search icon to locate
the correct order and correct the reference if needed.

5. Save the invoice once all lines are matched.
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== The UPN shipment barcode is used across Qargo as the primary matching key for UPN invoices. This same reference
is also used when uploading carrier invoices from contract carriers
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