Invoices — Complete invoice task in bulk

Using the Quick actions and Print functions to complete tasks in bulk makes the billing process more efficient.

Updated August 22, 2025

Print invoices in bulk

The Print button on the invoice screen makes it easier to print multiple invoices at once. Users can print invoices and their
associated documents in bulk, directly from the invoice screen.

e Navigate to Invoices > Invoices.
¢ Click the Print button.

This is a sandbox environment. All data or configuration entered here will not be available on the production environment. i are enabled on a ion tena

QARGO Orders Planning Trips Invoices Dashboard Customers Resources Locations Configuration Global configuration Arynnes Playground e o3

Orderstoinvoice  Invoices  Creditnotes  Tripstobill  Purchase invoices
Q [@ Edit columns Export V & Print Quick actions vV
All Draft invoice Invoiced Invoice posted Cancelled
Invoice nr Customer Invoice date Due date Documents Amount (excl. VAT)
£24,066.07
Inv-0129 — "
Send invaice (42) Demo Co... [ Priority Customer | 02/10/2024 01/11/2024 £162.23
inv-0128 (R ) -
i, WMSM Fareye Technologies PvtLtd  12/09/2024 12/10/2024 £5
-01 Invoiced

'S?;domvi?ce Schenker ... ( Priority Customer | 12/09/2024 12/10/2024 £093.25

¢ In the pop-up screen, select the documents to include.
¢ Use the checkbox at the top to select all, or click each box individually.
¢ Click Confirm to complete the selection.

Select document types

Document type Number of copies

Communication

Draft Invoice
Draft billing proposal
Invoice

Other

Cancel

The user is redirected back to the invoice screen. Selection boxes now appear to the left of the invoice number.

e Use the checkbox at the top to select all, or click the box for each invoice to print.
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Orders to in

Q [B Edit columns
All Draft invoice Invoiced Invoice posted Cancelled
nvoice nr Customer Invoice date

nv-0129

end invoice (+2)

nv-0128

ark invoice as paid (+1)

nv-0127

end invoice (+2)

nv-0126

Demo Co... | Priority Customer | 02/10/2024

Fareye Technologies Pvt Ltd 12/09/2024

Schenker ... | Priority Customer | 12/09/2024

end invoice (+2) Ninatrans [ New Customer 12/09/2024
- Invoiced
nv-0125 Joe Bloggs Transport 12/09/2024

end invoice to accounting

Pro tip: Search or filter by customer to quickly find all the associated invoices. Then select all invoices or individual
invoices to print.
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Q [3 Edit columns

All Draft invoice Invoiced Invoice posted Cancelled
Invoice nr Customer Invoice date
W
1
- un
Inv-0091 p Close X

Send invoice (+2)

Inv-0090 (ITHEFTEEED (un  sort

Send invoice (+2)

Inv-0089

Generate invoice pdf (+2) 1% Ascending

A )
IR sy&N Invoice posted T 12 Descending

Reminder (+1)

R Invoice posted un

Reminder (+1) One of |

Inv-0054 U

Reminder (+1)

T N . . - “
Inv-0048 .T Kuehne+Nagel -

Reminder

inv-0046 (T
|

Customer

Filter by company

Test customer Customer Ref Req.

Select the I Aldershot Garrison Sports Centre- GBP
CUStomer I Anglo Norden Forest Products Ltd
m-o0ss @ from the list. : cuohe + Nage A

Reminder

Inv-0037 (A - - — > 4 The caravan

Schenker Logistics Netherlands

Inv-0036 paid

Send invoice Conwed Plastics | SWM

Inv-0035 paid

Inv-0034 paid

Kuehne+Nagel - 13/04/2022
Orders to
demo Q [ Edit columns
All Draft invoice Invoiced Invoice posted Cancelled
Invoice nr Customer Invoice date

Inv-0129

Send invoice (+2)

Inv-0112

Send invoice (+2)

Inv-0110 ) ) B o

¢ Select the invoices to print.

Demo Co... | Priority Customer | 02/10/2024

Demo Co... | Priority Customer | 24/07/2024

e Click ‘Print selected documents’.
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rders

Planning

Stops  Trips

Invoices Dashboard

Customers

Resources

Rates

Configurati

All Draft invoice

Invoice nr
3 selected

Inv-0145 (NETEED

Send invoice (+2)

Inv-0131
Mark invoice as paid (+1)

Inv-0130

Mark invoice as paid (+1)

Invoiced

Q [ Edit columns

Invoice posted

SENT INVOICE

SENT INVOICE

Inv-0128

Mark invoice as paid (+1)

Inv-0126

Send invoice (+2)

Inv-0125

Send invoice to accounting

Inv-0124

Mark invoice as paid (+1)

Inv-0123

Mark invoice as paid (+1)

Inv-0122

Mark invoice as paid (+1)

Inv-0121

Send invoice (+2)

SENT INVOICE

SENT INVOICE

SENT INVOICE

SENT INVOICE

SENT INVOICE

Orders to invoice Invoices

Cancelled

Customer

Crest Nicholson - Sketchley Gardens

ACS EU DOM

ACS EU DOM

Demo Company [ Priority Customer

Fareye Technologies Pvt Ltd

Schenker Logistics Netherl...

Ninatrans | New Customer

Joe Bloggs Transport

Fareye Technologies Pvt Ltd

Joe Bloggs Transport

Joe Bloggs Transport

AVIUK

Priority Customer

Creditnotes  Trips to bill

Invoice date

07/03/2025

28/10/2024

28/10/2024

02/10/2024

12/09/2024

12/09/2024

12/09/2024

12/09/2024

11/09/2024

11/09/2024

03/09/2024

25/07/2024

Purchase invoices

Due date

06/04/2025

Upload purchase invoices

Payment status

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Showing 20 out of 120 invoices

Invoice exports

B Export V

Documents

EI 2 3

Cancel Print selected documents

IS

© Select at least one row Create invoice

Amount (excl. VAT)
£2,686.23 | £23,050.83

£1,530.75

£212.88

£218.41

£162.23

£5

£993.26

£1,969.85

£10,676.17

£1,178.85

£381.86

£798.94

£650

@
=3
v

20/ page

€ ————————

The documents are combined into a single PDF file, which can be downloaded and / or printed. The file includes all the
documents associated with the invoice that were part of the initial print selection.

=  documents_merged (5).pdf

1

largo TMS

14 (0)7851 604 930
fo@qargo.io

g
~ QARGO

3 Buckingham Palace Rd
ctoria, London SW1W 9SH

3/5 -

100% +

@

Demo Company
11 Sheraton Walk
RH11 9LL Crawley
United Kingdom

Quick actions

Invoice Date Due date VAT # customer
Inv-0129 02/10/2024 01/11/2024 GB123436728
ate Description VAT  Net Amount
0972024 Transport charge: Leicester - Bedford ~ 65.61 MILE x (2.15 GBP / MILE) VAT 20% 141,07
WAITING FEE VAT 20% 0,00
FSCNEW (141.07 GBP) x 15.0000% VAT 20% 21,16
Subtotal excl. VAT: GBP 162,23
VAT 20%: GBP 32,44
Total: GBP 194,67
Payments: GBP (0,00)
Amount Due: GBP 194,67

-

Ashland Logistics

TRIP SHEET

On the invoices list page, ‘Quick actions’ let users perform tasks on multiple records in one action.
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Q QARGO Orders. Planning St » Invoices Dashboard Customers Resources Locations Rates Configuration Global configuration Arynnes Empty ° e
eDudas o dnuaice =y Invoices Credit notes Trips to bill Purchase invoices Upload purchase invoices @) Invoice exports
Q B Edit columns B Export v/ & Print Quick actions v
Al Draftinvoice  Invoiced | Invoice posted | Cancelled asks
Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents Amoun{ Generate invoice pdf n date
£754.02)

Send invoice
Inv-draft-25-030003 .
Gonarate invoiee ol (+3) Monthly BARRY'S TOFFEE 11/03/2025 30/04/2025 Paid £0 M 025
Inv-draft-25-030002 o
General o pdf (+3) Honey Bear 10/03/2025 09/04/2025 £65 fustiEvclce 025

Undo task
5?3.,33!1'7,,,3545’34‘3‘1‘.’} Warburtons Ltd 10/03/2025 25/03/2025 £100 025

Undo mark invoice as paid
Inv-draft-25-010008
Geners e pdt (+3) Honey Bear 21/01/2025 Unpaid (overdue) £120 Undo pastinvoice 025
e draft 24 120000 Schenker Logistics Netherlands 17/12/2024 Unpaid (overdue £141.32 14/01/2025
s Monthly BARRY'S TOFFEE 17/12/2024 Unpaid (overdue] £327.70 14/01/2025

Actions available:

¢ Generate invoice PDF.

e Send invoice

e Mark invoices as paid / Undo mark invoice as paid
¢ Post invoice / Undo post invoice

After a quick action is selected, there are 3 options for which records to include:

¢ Don'tinclude completed/skipped tasks: this only includes outstanding tasks.
¢ Include skipped tasks: this includes any invoices where this task might be configured to be skipped.
¢ Include completed tasks: this includes invoices where the task has already been completed.

The system uses asynchronous processing. This allows a large number of invoices or charges to be created at the same time
while reducing the risk of timeout errors.

When running tasks in bulk, select all records for processing.

¢ Not all tasks are processed at the same time.

e To tell them apart, tasks show an ‘in progress’ or ‘upcoming’ status. Tasks marked ‘upcoming’ are waiting to be put in
progress.

e This happens automatically. Once the records are selected, no further action is required.
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Orders  Planning  Stops  Trips  Inwvoices  Dashboard  Customers  Resources  Locations  Rates  Configuration Arynn=sPIaygrnund°@e

Orders to invoice Invoices Credit notes Trips to bill Purchase invoices Upload purchase invoices Purchase credit notes Invoice exports
All Draft invoice Invoiced Invoice posted Cancelled
Inveice nr Customer Issue date Due date Payment status Documents Amount (excl. VAT) Amount VAT
Inv-draft-0096
Generate invoice pdf (+3) Golden Bake 15/04/2025 15/05/2025 Paid £0 £0

D g g Warburtons Bakery | New Customer 14/04/2025 Unpaid (verdue) £431.72 £86.34
b8 i Warburtons Bakery | New Customer 13/04/2025 Unpaid (overdue) £706.30 £141.27
:::I‘:O“:Zg(ti?m Crest Nicholson - Whitehouse Park 02/04/2025 02/05/2025 Paid £0 £0
el Joe Bloggs Transport 02/04/2025 Unpaid £100 £0
Lﬂ:fﬁ::f‘;??%iu Crest Nicholson - Sketchley Gardens 01/04/2025 Unpaid (overdue) £3,054.57 £110.06
vl nim e Kuehne+Nagel 20/03/2025 Unpaid (overdue) £678 £135.60
L"‘V‘O‘Jzib.‘mfm Kuehne+Nagel 20/03/2025 19/04/2025 Paid £0 £0
ol “'Ce posied] Kuehne+Nagel 20/03/2025 Unpaid (overdue) £1,040 £208
L'L"‘f“‘zib.&m' Kuehne+Nagel 20/03/2025 Unpaid (overdue) £80 £16
0193 (RN Kuehne+Nagel 20/03/2025 Unpaid (overdue} £1,040 £208
0192 WD) Kuehne+Nagel 20/03/2025 Unpad (overdue} £1,240 £248
0191 WIEETD Hamann International Logistics 20/03/2025 Unpaid (overdue} £2,034 £0
0190 WIEETD Evolution Connection 20/03/2025 Unpaid (overdue) £1,050.90 £210.18

Showing 50 out of 204 invoices 2 3 4 5 > 50 / page

The task indicator is displayed while the tasks are being updated:

Rates Configuration Portbase test

/\ 172 failed tasks ®

15 tasks in progress and 13 tasks upcoming ©
P Dy

Multiple records can be selected on the following pages:

e Orders

e Loads

¢ Invoices

e Carrier invoices

e Credit memos

e Carrier credit memos

Generate invoice PDF.

Use this option to create the invoice PDF file.

e Use the checkbox to select the invoices to generate the file for.
¢ Click the ‘Complete’ button. This button shows the number of records that will be updated.
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Q
Al Draftinvoice Invoiced
ice nr
ected
IN-25-030008

Generate invoice pdf (+3)

IN-25-020003
Generate invoice pdf (+2)

IN-25-0200071 (TR

Generate invoice pdf (+2)

Inv-24-120003
Generate invoice pdf (+3)

IN-24-120006 ([[RTTT=D

Generate invoice pdf (+3)

IN-24-120004
nerate invoico pdf (+3)

[ Edit columns

Invoice posted

Orders

Cancelled

Billing frequency

Planning  Stops  Trips Invoices

Orders to invoice Invoices Credit notes

Customer Invoice date
Koryfes SA 10/03/2025
Tiofarma BV 28/02/2025

Schenker Logistics Netherlands 03/02/2025

Schenker Logistics Netherlands 17/12/2024

Schenker Logistics Netherlands 17/12/2024

Buse Gases 17/12/2024

Dashboard

Trips ta bill

Integrations are enabled on a non-preduction tenant.

awas emory @) @)

Customers Resources Locations Rates Configuration Global configuration

Purchase invoices Upload purchase invoices @) Inveice exports

B Export Vv
Due date Payment status Documents Amount (excl. VAT) Creation date
£604/£60a
09/04/2025 Paid £0 10/03/2025
30/03/2025 Paid £0 28/02/2025
05/03/2025 Paid £134 03/02/2025
Unpaid (overdue) £40 17/12/2024
16/01/2025 Paid £0 17/12/2024
Unpaid (overdue) £430 17/12/2024
1
1
1
) 1
Don't include completed/skipped tasks 1
1
Include skipped tasks Showing 6 out of & invoices I 20/ page
1
Include completed tasks v
Don'tinclude completed/skipped tasks v | Cancel Complete 6x Generate

To regenerate PDFs that were already generated, make sure to select the “Include completed tasks” option, located
at the bottom of the page, to include them in the list:

B Edit columns

Al Draftinvoice  Invoiced

Inv-draft-0070

Inv-0113

A Gererate inoice o (+4)

Inv-craft-0068

Gensrate nvoce 11

Inv-draft-0066
5 (o8]

Invoice posted

Cancelled

Customer

Hamann Interational Logistics

Allo Sweets

Gerritsen Logistics BV

Aldershot Garrison Sports Ce.

Generste nvoce X5 (45)
Inv-craft-0064
Generste nvoca XL (15)
nv-0089 (EEEEY
Generse nvoca ot (52

Inv-draft-0061
Gensrate nvoica XL5 (451

) Inv-drat-0060 @

1nv-0084 (ETTTD
Generate invoce pat (+4)

nv-0083

Generate nvoca pat (+4)

Inv-draft-0059

Kuehne+Nagel -

Kuehne+Nagel -

Kuehne+Nagel -

Kuehne+Nagel -

Kuehne+Nagel -

Test cust... Customer Ref Red.

Inv-0081

Corawa s 13 (79 Test cust.. Customer R eq
D e Test cust...Customer Ref g
1-0075 (IEETD

nv-0071 (D

peaidl. . Katoen Natie

Inv-draft-0050 EFTETUTRTTER

0710712025

2210412025

26/03/2025

18/02/2025

08/11/2024

08/11/2024

06/06/2024

30/05/2024

30/05/2024

19/04/2024

18/04/2024

20/02/2024

20/02/2024

22/01/2024

22/01/2024

120172024

22/12/2023

Due date Documents

0610872025

2210572025 (iolee)
(Drttimvsice )

2010372025 (Drftinvsie )
[invoice | Otner

290872024

200872028

1810512028

3010372028

11/02/2024

WIS WU PUIS VOIS UpIUGU PUILTIGSE VOGS UGS e o

@ Export v

Amount (excl. VAT)
£6,420.50

£536.90
£1,482
320
0

o

Don'tinclude completedjskipped tasks

Include skipped tasks

Showing 20 out of 31 invoices 1] 2 > | 20/page

(

- = - 0 ==

m-mwww--
Don'tinclude completed/skipped tasks v Cancel

If this task is configured to auto-complete, the PDF file is generated automatically when the invoice is created.
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Orders

Planning

Stops

Trips

Invoices Dashboard

Customers

Resources

C

onfiguration Global configuration

@ = = Tasks Additional fields Documents Accounting Order imports 1S M. i Templat: Org 1 settings
Object Invoice tasks Generate invoice pdf
v Create invoice Add
Orders General info
Create invoice (manual completion) Nama (4
System task o ¢
E Bookings Generate invoice pdi
Container terminals Generate invoice pdf {auro-ca_mplete}
Generate document (Default task) A Admin
‘ Document type: Invoice
Intermodal bookings
Send invoice {manual completion) Scheduling options.
Contact 2 g
€-mail from info@aargo.io to Customer (Billing) with Complete task ("]
Trips Invoice and PODJCMR attachments [ J
Mark inveice as paid rartrro—cumpﬂetej Auto complete task
a System task (Default task) 2 Admin
B Invoices
Adc¢  Manually complete
Post invoice (manual completion)
Invoices System task (Default task} 2 Admin
Add tag
Purchase invoices
Credit notes . .
Confinuratinn
QARGO Orders. Planning Stops Trips Invoices Dashboard Customers Resources Locations Rates Configuration Global configuration Arynnes Empty ° e
Orders to invoice Invoices Credit notes Trips to bill Purchase invoices Upload purchase invoices @) Invoice exports
Q B Edit columns Charge view  All dates @ Export v @ Print Quick actions /'
Al Notreadytoinvoice  Readytoinvoice  Draftinvoice  Invoiced  Invoiceposted | Donotinvoice =+ View
D Customer Revenue (excl. VAT) Invoice Route POD/CMR Billing frequency : = Cargo Order start
ontainersfdriver.
Gutstanding tasks Revenue (excl. VAT) £10,3570.12  £10,370.12 Resources Requested date  Actual date
IRELPLELETE Ready tp invoice Fine Foods Ltd @ 44 83600 Tu18/03 Tu 18/03
Send nvocs (+1) © @ een e BE B Wutiol pack 30
® @ gaze2 oD R Multiple packaging 3
5 i 8888 © Mo 17/03 Mo 17/03
zmzozﬁutotu‘ y Fine Foods L1d e %D e D l il
! e " “ | ePOD (sign on de... o
[ELFERUPEN Ready to invoice Haney Bear o @ 1 We 12/03 We 12/03
Create label (+2) Barv. @v el o
il POD (sign on de...
USPLPENYEN Ready to invoice Fine Foods Ltd o 8—=a . We 12/03 We 12/03
Create label (+2) 0 Barv. B ¥ 530
(PR Ready to invoice Fine Foods Ltd P~ We 12/03 We 12/03
Create label (+2) £0 ® ‘
£0 626
MY20250076 (EETICAEIE] Honey Bear o~ 10 80 Tu11/03 Tu 11/03
Create label (+2) 0 &0 5 Haif: 10 029
[INELPERUPEN Ready to invoice Fine Foods Ltd - 1 Tu11/03 Tu 11/03
crostalabl (12 £ ® ol 070
[OELPENTEN Ready to invoice Fine Foods Ltd 8—=a o 180 Tu 04/03 Tu 04/03
2 £100
Create label (+2) 160 By @1 i 439
£19 POD (sign on de... a
[NELFIRUPFN Ready toinvoice Fine Foods Ltd 8—=a o 180 Tu 04/03 Tu 04/03
Createta £220.78
Create label (+2) 22078 CION 1D Ful: 1 a:30
POD (sign on de...
MY20250071 (EEEDIE] d & w Tu 0403 We 12/03
eady to invoice Fine Foods Lt 80 u e
Create label (+2) £3a0.05 Eal Barv. @v. (PODICMR Rl 30
POD (sign on de...
[RELPERUELY Ready fo invoice Tiofarma BV e 8—=a ® 180 Tu 04/02 $a 01/02
Showing 51 out of 51 orders 100/ page

The ‘Generate invoice PDF’ task must be completed before the Send invoice option becomes available.

Send invoice

Once the invoice file is available, it can be sent to the customer. When sending a batch of invoices, use this option to skip
sending specific invoices.

Invoices - Complete invoice task in bulk | Qargo Help Center - https://help.gargo.com/us/articles/217696-invoices-complete-invoice-task-in-bulk
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\ IMEgrarions are enaniea on a Non-proauCTIon Tenan

Orders  Planni Stops woices  Dashboard ~ Customers  Resources  Locations  Rates  Configura Global cont Arynnes Empty ° @
Orderstoinvaice  Invoices  Creditnotes  Tripstobill  Purchaseinvoices  Upload purchase invoices @ invoice exports
Q [0 Edit columns B Export vV © Select at least one row Create
Al Draftinvoice  Invoiced | Invoice posted  Cancelled
Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents Amount (excl. VAT) Creation date
3 solected £1,189.05/ £7,191.95
L’j’,f‘sms‘ifo[j,z CEZ=D Fine Foods Ltd 20/03/2025 19/04/2025 Paid £476.22 20/03/2025
L':‘Z?W‘zifciw (=D Honey Bear 20/03/2025 19/04/2025 paid £0 20/03/2025
L':"f‘sﬁ;?ifo[?i CED Monthly BARRY'S TOFFEE 11/03/2025 26/03/2025 Paid £170 11/03/2025
L':]Zi;‘zif"[?i (CE=D Koryfes SA 10/03/2025 09/04/2025 paid £0 10/03/2025
L'jESr?-’:fD[UZ =D Honey Bear 10/03/2025 00/04/2025 Paid £112 10/03/2025
e R Fine Foods Ltd 07/03/2025 06/04/2025 Paid £462.83 07/03/2025
L':‘er?-ifolof CZ=D Leo's Lemons 07/03/2025 31/03/2025 Paid £0 07/03/2025
L'j'f‘smgéfoi?f =D Tiofarma BV 28/02/2025 30/03/2025 Paid £0 28/02/2025
Is'j\isn?lfo[]wz Gz Fine Foods Ltd 21/01/2025 20/02/2025 Paid £250 21/01/2025
'b'jf‘sﬁ;?‘lfo[m R Warburtons Ltd 16/01/2025 31/01/2025 Paid £887 16/01/2025
L”:_’Z?ﬁ'fz;fﬁ]ﬂ C=D Schenker Logistics Netherlands 15/01/2025 14/02{2025 Paid £189 15/01/2025
L’ji?ivg‘lfo[?? e Warburtons Ltd 14/01/2025 29/01/2025 Paid £325 14/01/2025
L':ifi'ﬁ‘lf”fﬁ CZ=D Warburtons Ltd 14/01/2025 29/01/2025 Paid £750 14/§1/2025
1
~ :
~.  Showing 22 outof 22 inveices I 100/page

A

Don't include completed/skipped tasks v | Cancel Skip 3x Send invoice Complete 3x Send invoice |

When sending invoices in bulk, the typical default is to send them by email. If the customer does not have the right billing
contact email entered, the task fails and an error is generated. Use the retrigger option to update the email address and
resend the email.

All Draft invoice Invoiced Invoice posted Cancelled

Invoice nr Billing frequency

IN-25-030012 ([IEEED
A Send invaice (+1)

b (N
IN-25-03094]

Send invoice (+1)

Invoices Dasht

Customers

Resources Locations Rates  Configuration

.

Global configuration Arynnes Empty

(:' QARGO Orders Planning Stops

Name Start time Completion time Completed by Error

A Send invoice Th 20/03/2025 14:06 Th 20/03/2025 14:06 Mail cantact task did not have any recipients ® ¢ @
A Send invoice Th 20/03/2025 14:06 Th 20/03/2025 14:06 Mail cantact task did not have any recipients ® c ®
A Send invoice Th 20/03/2025 14:06 Th 20/03/2025 14:06 Meail contact task did not have any recipients @ ¢ ®

The method for sending invoices can be changed to a customer-specific option (EDI / mail) if required.

Mark invoices as paid / Undo mark invoice as paid

The ‘Generate invoice PDF’ task must be completed first. Selecting this option automatically filters the list to show only
invoices that have the invoice file generated and are not yet marked as paid.

Invoices - Complete invoice task in bulk | Qargo Help Center - https://help.gargo.com/us/articles/217696-invoices-complete-invoice-task-in-bulk 9/11



Orders  Planning  Stops ps  Invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration  Global configuration Arynnes Empty e @ e
Orders to invoice Invoices Credit notes Trips to bill Purchase invoices Upload purchase invoices @ Invoice exports
Q 3 Edit columns @ Export Vv © Select at least one row
All Draft invoice Invoiced Invoice posted Cancelled
Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents Amount (excl. VAT) Creation date
3 selected £1,475.22/ £1,475.22
m}fi'v‘;ffi';m G Fine Foods Ltd 20/03/2025 19/04/2025 £476.22 20/03/2025
‘;‘,ﬁﬁz?ﬁf (wT=D Honey Bear 10/03/2025 08/04/2026 £112 10/03/2025
-25- Invoiced
‘;j,ifm‘j‘lfﬁfg; (=D Warburtons Ltd 16/01/2025 Unpaid (overdue) £887 16/01/2025
x

Don't include completed/skipped tasks v = Cancel

Showing 3 out of 3 invoices

100/ page

To undo the action, select the invoices to set back to ‘unpaid’. Click the ‘Undo mark invoice as paid’ button. The payment
status label updates to unpaid.

Integrations are enabled on a non-production tenant.

Orders Stops s Dashboard  Customers Resources  Locations Rates Global configura Arynnes Empty @ @ e
Orders to invoice Invoices Creditnotes  Trips ta bill Purchase invoices Upload purchase invoices @ Invoice exports

All Draft invoice Invoiced Invoice posted Cancelled -

Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents Amount  Generate invoice pdf ndate
L
end invoice
!:12‘5";8‘1?9‘_05 WInEp Warburtons Ltd 14/01/2025 29/01/2025 Paid £750 025
¢ ! Mark invoice as paid
}!:;,Zf;ﬁjfo“ TEED Fine Foods Ltd 13/01/2025 12/02/2025 Paid Draft billing proposal £939 Post invoice 025
IN-26-010004 Undo't
Post Involce. =D Fine Foods Ltd 13/01/2025 12/02/2025 Paid £0 025
Undo mark invoice as paid

o CED Honey Bear 13/01/2025 12/02/2025 Paid £375 % 025
end invaice (+1) Undo post invoice
‘:“‘2?8‘1?{{?‘2 =l Koryfes SA 08/01/2025 07/02/2025 Paid £1,169.09 08/01/2025
b =D Fine Foods Ltd 01/01/2025 31/01/2025 Paid £500 17/12/2024
IN-25-010008
Sant eIz (4) =D Koryfes SA 01/01/2025 31/01/2025 Paid £69 14/01/2025
nzﬁ—e;go\az G==D Schenker Logistics Netherlands 01/01/2025 31/01/2025 Paid £30 14/01/2025
it LB Monthly BARRY'S TOFFEE 24/12/2024 23/01/2025 Paid £512 08/01/2025
o e EEE=D Schenker Logistics Netherlands 17/12/2024 16/01/2025 Paid £40 17/12/2024
IN-24-120006
Gensrsra iwiolos pef (18] Schenker Logistics Netherlands 17/12/2024 16/01/2025 Paid £0 17/12/2024

-24- Invoiced
i o dF Buse Gases 17/12/2024 Unpaid (overdue} £430 17/12/2024
enerate invelce pdf (+3)

- Invoiced
by ff',/v’mzc‘zcﬁl: T Leo's Lemons 17/12/2024 16/01/2025 Paid £125.81 17/12/2024
!: f',;:éfﬂf?. Lrpicedd Monthly BARRY'S TOFFEE 11/12/2024 10/01/2025 Paid £350 08/01/2025

Showing 29 out of 29 invoices 100/ page

Post invoice / Undo post invoice

Invoices can be posted at any point after the PDF file has been generated.
To transfer the sales revenue from an invoice to accounting software, the invoice must have a posted status. Unless an
integration transfers them directly to the accounting software, posted invoices can be exported to a file format that is then

uploaded.

Click the link below to read more about importing into accounting.

Importing invoices into accounting

Invoices - Complete invoice task in bulk | Qargo Help Center - https://help.gargo.com/us/articles/217696-invoices-complete-invoice-task-in-bulk
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https://help.qargo.com/us/articles/281157-invoices-importing-invoices-to-accounts

Approve charges

When processing invoices, a charge that requires approval shows a red ‘To approve’ label next to the line item.

Orders Stopw Invoices Dashboard Customers

Planning

== Orders toinvoice Invoices Credit notes. Trips to bill Purchast
- -
Q B Edit columns Order view
Al Toapprove  Notreadytoinvoice = Readytoinvoice ~ Ondraftinvoice  Invoiced = Invoice posted ~ Donotinvoice  + View
Charge Amount (excl. VAT) D Invoice Revenue (incl. VAT)
£23,273.18 Outstanding tasks £23,273.18
MY20250058 (T
Transport charge | Transport £430.77 Create 14 I £516.92
reate label (+2)
Transport charge | Transport £430.77 LM’ZjD‘ZfO‘O?Z £516.92
To plan 25 10 approve
Transport charge | Transport £417.03 Mvzoze00se —
Create label (+2) £417.03
MY20250055 (EETED
Transport charge | Transport £800.00 Creatolbsl (+2) £800
Transport charge | Transport £500.00 M¥20250054 5 @ £500

Create label (+2) ® ®

MY20260053 ERTTTR

Orders Plani

- b

ning Stops Trips Invoices Dashboard

- Orders to invoice Invoices Credit notes Trip:
~ -
~
Q B Edit columns On Charge view  All dates V'
All Not ready to invoice Ready to invoice Draft invoice Invoiced Invoice posted Do not invoice + View
D Customer Revenue (excl. VAT) Invoice
Outstanding tasks Revenue (excl. VAT) £28,048.04  £28,048.04
Create fabel (+2) R
MY20250057 First Load Hauling
Croate tai £430.77
reate label (+2)
MY20250056 F'”eg FZEY 10 approve
Create label (+2) @ ®| - G S
2 PR . vice | £417.03 GO
MY20250055 (EEYEE) Hilton Foods Holland
Greate label (+2) £800
MY20250054 Gamma £500
Greate label (+2) o
"""" Ganfia T - NO VAI
500 GBP

B——8 automaticallv calculated

Use filtering on the Revenue column to show all the orders with charges to approve:

Orders Stops Trips

Planning

Invoices

Q [A Edit columns | Order view Charge view |

All To approve Not ready to invoice Ready to invoice On draft invoice Invoiced
Charge Amount (excl. VAT)
£23,273.16
Transport charge | Transport £204.95 L:;L‘\;mﬁm 2 —
MY20250063
Transport charge | Transport £35.00 Ready to invoice (+1)
MY20250082 (IEIEIGED]
Transport charge | Transport £105.00 Ready to involce (+1)
My20250061 (DEREEE
Transport charge | Transport £17.50 Ready 1o invoice (+1)
MY20250060 (DEREEE
Transport charge | Transport £204.94 Create label (+2) (CEEREED
MY20250059 (EIVEIGED]
Transport charge | Transport £430.77 Create label (+2)
MY20250058 (QJ-EL]
Transport charge | Transport £430.77 Create label (+2]
MY20250057 (QLd=En]
Transport charge | Transport £430.77 Create label (+2) Bl
MY20250056 (QLY:EN]
Transport charge Transport £417.03 =

Create label (+2)

Invoices

Credit notes

Invoice posted

Invaoice

Dashboard Customers

Trips to bill

1

Do not invoice + View

Revenue (incl. VAT)
£23,273.16

1
1
I
1
\ 4
i

Filter by revenue

Is

Resources

Purchase invoices

Locations Rates Config:

Upload purchase invoices o

Customer

Close X

Filter by to approve charges

Is

Has char  grders with to approve charges

= Orders without to approve charges

£430.77

£516.92

£516.92 ’

2] To approve |

£417.03 QLIRS

Hospital Oost-Limburg

First Load Hauling

First Load Hauling

Fine Foods Ltd

Click anywhere in the line to open the order details. Click or hover over the ‘To approve’ label to show the option to approve

or decline the charge:

Invoices - Complete invoice task in bulk | Qargo Help Center - https://help.gargo.com/us/articles/217696-invoices-complete-invoice-task-in-bulk
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