How to delete a draft invoice or cancel an existing invoice
Updated October 24, 2024
Deleting a draft invoice

¢ Go to Invoices > Draft invoices.
¢ Open the invoice page and locate the 3 dots on the right side of the page.
e Click the 3 dots and select the Delete invoice option.

Any orders linked to the draft invoice are automatically removed from the invoice and get the status Ready to invoice.

Detail view

Open as page .~

Inv-draft-0051 [Qeugiiet

Create invoice

Customer: Katoen Natie £ Communication language: English (UK) ~ Customer VAT number: NJA  Currency: GBP

Show form contg

General info -

. B Preview
(@ Invoice date Mo 08/01/2024 If you create the invoice today, invoice numbers and dates might not align
> Delete invoice
@ Payment term 30 days after receipt
(i) Booking date Mo 08/01/2024
@ Notes pa
Invoice documents and tasks Add documents v
@ Generate invoice pdf ®
® ©
® @

Invoice lines Add charges V' efcredit selecte e Edit VAT% 1z

Order Name Customer reference Order start Order end Calculation Desci VAT % Amount

Outstanding tasks Actual date Location Actual date

‘:f)«r:m:fu‘w‘Swi‘::‘!f:s‘» Manual charge _ \:\:e\f/.urklfj(:)v"’flc(.e.s‘)?ace&anumng - SanfelsGmuf: Manual price VAT 20% £123 2 0O
Subtotal excluding VAT £123

Total VAT £24.60 A
Total £147.60
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QARGO Orders  Planning  Trips  Invoi Dashboard  Customers  Resources 5 e Global configuration Duygu test e @ e
Orderstoinvoice  Invoices  Creditnotes  Tripstobill  Purchase invoices
Q [ Edit columns @ Export Quick actions Vv Create invoice
Al Draftinvoice  Invoiced Invoice posted | Cancelled
Invoice nr Customer Invoice date Due date Documents Amount (excl. VAT)
£1,481
draft-
'G"V d’f“ Wsam H — Test cust... | Customer Ref Rea. | 05/02/2024 06/03/2024 £0
enerate invoice paf (+
ara-
fyclreft 005 GRTNENTNE Test cust... | Customer Ref Req £0
Generate nvoice pat (+4)
dratt-
'G"“ d'f" 005"“‘ (‘] — Test cust... | Customer Ref Rea. | 22/01/2024 21/02/2024 £1,358
enerate invoice pdf (+
Inv-draft-0052
e e Kuehne+Nagel 12/01/2024 11/02/2024 £0
Generate nvoice pat. (+4)
drat-
Inv-draft-0051 (EIETNIEE] Katoen Natie 08/01/2024 £123
Generate nvoice pat. (+4)
Inv-draft-
nv-draft-0050 (RIETIIER] Kuehne+Nagel 30/11/2023 30/12/2023 £0

Generate invoice pdf (+4)

i Kuehne+Nagel 2310/2023 22/11/2023 £0
Generate invoice paf (+4)
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Canceling an existing invoice {#h_fee2004c62}

¢ Go to Invoices > Invoices and locate the invoice to cancel.
e Open the invoice page and locate the 3 dots on the right side of the page.
¢ Click the 3 dots and select the Cancel invoice option.

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

Detail view Open as page .~
Inv-0078 (B0 unpaic Create invoice
Kuehne+Nagel £  Commu e: English (UK) AT nus C
Show form
General info
Cancel invoice
Invoice date Fr02/02/2024 —’
Payment term 30 days after receipt
Due date Su 03/03/2024
D Booking date Fr 02/02/2024
Notes - rd
Invoice documents and tasks Add documents Vv
Inveice Inv-0078.pf ®
02/02/2024 15:45
Send invoice - ® ®
Mark invoice as paid - ® ®
® Send invoice to accounting - ®
® @
Invoice lines Add charges Vv Edit VAT% 12
Order Re-invoiced from Name Customer reference Order start Order end Calculation VAT % Amount
0r-0118 P Transport charge _ Tu31/05 Conwed Plastics | SWM T 31/05 LGTB Metal Finisning Automatically: \ o, 600 2
E MAIL PLANING AUTOMATIC 2 BE-3600 Genk 8 BE-3511 Hasselt goods: 15 x (€
Subtotal excluding VAT £600
Total VAT £12000 2
Total £720.00
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Orders  Planning Customers  Resources Global configuration Duygu test e @ e

Orders to invoice Invoices Credit notes Trips to bill Purchase invoices
Q [ Edit columns. @ Export Quick actions vV Create invoice
Al | Draftinvoice | Invoiced Invoice posted | Cancelled [N
Invoice nr Customer Invoice date Due date Documents Amount (excl. VAT)
£8,411
Inv-0078 unpaid
| 4 I £
b Kuehne+Nage 02/02/2024 03/03/202: invoice 600
'5::;0:;; Hopait Test cust... | Customer Ref Req. | 22/01/2024 21/02/2024 (invoice ) £0
Inv-0076 unpaid
A Kuehne+Nagel 22/01/2024 21/02/2024 Invoice £0
Inv-0075
n (e sl The caravan 22/01/2024 21/02/2024 £324
Generate nvoice pat (+4)
7 ol
ool Katoen Natie 22/12/2023 £11

Generate invoice pdf (+4)

Lt Ritit] Test cust... | Customer Ref Rea. | 22/12/2023 Invoice £179

Send invoice (+3) )

Inv-0072 unpaid

s po Katoen Natie 09/11/2023 Invoice £637
Inv-0069
. Test cust... | Customer Ref Rea. | 09/11/2023 £123
Generate invoice pdf (+4)
Inv-0067 paid
” [

o A Test cust... | Customer Ref Rea. | 02/11/2023 02/12/2023 invoice £567
Inv-0066 i id
o . = Kuehne+Nagel 23/10/2023 £467
L"E‘;‘S‘:‘ji unpsid Kuehne +Nagel 27/09/2023 27/10/2023 ((nvoice ) £
Inv-0064

[
Ganrate oiep (10 e (o) €0
Inv-0063

[
Generata Involce paf {+3) Evolution Connection 28/08/2023 _Invoice £3,073
Inv-0062 unpaid

[
Send invoice (+3) Kuehne + Nagel 19/07/2023 (Invoice £648
Inv-0061 EEYETEER . [ .

Canceled invoices are listed under the Canceled column.

Orders Planning Trips Invoices Dashboard Customers Resources Locations Configuration Global configuration

Orders to invoice Credit notes Trips to bill Purchase invoices

B Edit columns

All Draft invoice Invoiced Inveice pogted Cancelled
Invoice nr Céstomer laubice date Due date Documents Amount (excl. VAT)
(LR Pl Invoiced | Cancelled d r
- e Kuehne+Nagel 02/02/2024 03/03/2024 Invoice £0
Send invoice (+3) Sl
Inv-0043 — woiced — lled [ I
B = = Kuehne+Nagel 13/04/2022 13/05/2022 (invaice 0
inv-0039 (IIEEED EEEED  paid Hamann International Logistics 13/04/2022 13/05/2022 Invoice £0

Send invoice (+1)

To reuse the invoice (number), undo the cancellation and continue the billing process.
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Orders  Pla Invoices  Dashboard  Customers  Resour Configuration  Global configur: Duygu test @ @ e

Orderstoinvoice  Invoices  Creditnotes  Tripstobill  Purchase invoices
Q B Edit columns @ Export Quick actions Create invoice
Al Draftinvoice  Invoiced  Invoice posted | Cancelled
Invoice nr Customer Invoice date Due date Documents Amount (excl. VAT)
£0
Inv-0078 (YD D | unpaid N \"WTE\ £0
Send invoice (+3) -
Inv-0043 (EIETD (XTI d )
S"Vd o = Kuehne+Nagel 13/04/2022 13/05/2022 ((nvoice | £0
Inv- Cancelled d . =
end invoice (+ )
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