FAQ: How to approve a charge

This article looks at how to set up and approve charges on orders so they can be invoiced with customer approval

Updated March 20, 2025

Q. An order shows a charge with a red ‘To approve’ label. What is this, and how is it approved? A quote needs to be sent to
the customer, but the charge isn't showing on the quote. How can it be included?

A. In some cases, charges may require customer approval before they can be applied to orders or invoices. For example, if a
waiting charge is applied beyond a free limit or a specific-day delivery is requested, customers may require pre-approval
before the charge can be invoiced. Charges marked ‘To approve’ require approval before they show in the total invoice
amount. They are included in the revenue charges but show as omitted until approved.
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Customer: McCulla (ireland) Ltd £ Order creation date: Mo 23122024  Transport service: Freight Forwarding  Responsible: arynne@gargo.com

Customer price: Default (European Haulage) ¢ VAT: VAT 20% & Recalculate price if order changes
« Order revenue Add charge Recalculate
Name VAT Caleulation Amount

Automatically calculated

Transport charge (O VAT 20% Total distance: 41.94 MILE x (3.5 GBP [ MILE) £183.78 Z
37 GBP
Automatically calculated

FSC NEW VAT 20% £23.89 s
(183.78 GBP) x 13.0000%

Weekend - Sat ONLY VAT 20% Automatically calculated P

: 45 GBP ) -

Total price £207.67

« General info Add info/consignment v Cancel order

When a quote is generated, this charge is also omitted until approved. Once the charge is approved, the quote can be re-
triggered to show the charge included. To approve the charge, click the ‘To approve’ label and select the check mark. This
removes the label, and the charge is applied.
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Orders Quotes Templates Upload documents
Q B Editcolumns | All dates v/ B Export V & Print Quick actions V'
All To plan Planned In transit Delivered Cancelled Arynne's View &R + View
D Customer Invoice Billing frequency POD/CMR Trailersicriversive.., "evene (excl. VAT) Route cargo Order start Order enc
Outstanding tasks Revenue (excl. VAT) £64,964.25 " £64,964.25 Resources Requested date  Actual date Location Requested
[ORTYEN To plan McCulla (Ireland) Ltd @ 2sers a—=a Sa28/12 Rinkit Ltd Sa 28/12
Create Quote (+4) £258.73 @ 6B-0X18 4XD B.
0r-1042 McCulla (Ireland) Ltd ~ P 8—=a Sa21/12 Rinkit Ltd Sa21/12
send Quote (+3) 28873 @ 6B-0X16 4XD B.
or-1041 Crest Nicholson - Sketchley Gi a £266.78 8—=a Sa21/12 Rinkit Ltd Sa 21/12
Create Guote (+4) £256.73 = GB-0X16 4XD 8.
0r-1040 (RN Crest Nicholson - Sketchley G: & - e 8—=8a sa2112 Birmingham ... Sa 21/12
Create Guote (+4) ® @ cser N 5 68-826 3GJ Bir.
0r-1039 McCulla (iraland) Ltd & £207.67 (YT a—=a sa21/12 Birmingham ... Sa 21/12
Create Quote (+4) n .::'l;'t:n A Y 1o approve GB-B26 3QJ Bir.
McCulla (Ireland) Ltd 8—a

0r-1038 @ £207.67 Sa21/12 Birmingham ... Sa 21/12
Create Quote (+4) £207, = Lot @ £45 6B-826 3QJ Bir.
or-1036 EYED MeCulla {{raiand)iLtd i £207.67 GRYETDY 8—=a sa28/12 Birmingham .. Sa 28/12
Create Guote (+4) e L S o 2] 10 approve 6B-526 3QJ Bir
or-1035 (YT Balfour Beatty & e—a—8a Th19/12 DHL Global F... Fr20/12
Create Quote (+4) o © £1.080.07 FR-02200 Trom..
[ORTEE To plan Balfour Beatty - a—a=a Th19/12 DHL Global F... Fr20/12
Crose cuotn (34) Batour ® £073.31 ez e
0r-1032 Smyth and Nephew & 2 05285 86—=a Th19/12 Birmingham .. Fr 20/12
Create Guote (+4) 2.052.86 © i ©8-526 30) Bir
or-1030 (§EEE Golden Bake i g g = @) Mo 16/12 Tesco Mo 16/12
o Q O £678 -
Create Quote (+4) £678 2 o 09:00 IE-V94 YCH Ui
0r-1026 Fareye Technologies Pyt Ltcl - = e 8—=8a We 0412 Mcmonagle .. We'! ¥ !

tegend: [l Toplen [l Todisparch [ Planned  [Illin vansit msop [l complered [l werning

Setting up a charge for approval

For a charge to show up for approval, it must be set up as a charge on a price list, with 2 settings set under General info:

¢ ‘Always add to order’: this toggle must be set to on

¢ Invoice process if price O: set to ‘Only invoice if approved’

Edit price

General info

Name
Weekend - Sat ONLY
VAT %

VAT 20%

Code

Nominal code

Always add to order

Always add to order

Invaice process if price is 0

Only invoice if approved

Charge template

Weekend - Sat ONLY

Valid on any date & + Add collection Restore calculations for this validity

Validity

Valid from (including} Valid until (including)

Price calculation

Calculation1 & &

a o A
Add description & g d 3
Price per unit (*)
45 GBP
Cenditions
Condition 1 a
Metric (*} Stop Value (*}
Route [ Stops | Requested weekday Is First collect Saturday O

To set a charge:

Once the charge is created, add it to a price list. There are 2 ways to do this.
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1. From the charge. From Configuration, select the charge to add. Select the active transportation service and click ‘Link
price list’. This opens the list of available price lists for this transportation service. Select the check box for each price
list the charge applies to, and click Save. Open the price list and select the Edit icon next to the charge. This opens the
edit page. Under General info, update ‘Always add to order’ and ‘Invoice process’. Click Save. The next time an order is
created that meets the criteria of the charge, the charge shows with the ‘To approve’ label.

E’: QARGO Orders  Planning  Trips  Invoices  Dashboard ~ Customers  Resources  Locations  Configuration  Global configuration Arynnes Playground e ®
Order input Charge templates Rate card customers Cost calculation trip Tasks Additional fields Documents Accounting Chargeable weight conversion Order imports Integrations Mappings Templates
Services General surcharges Weekend - Sat ONLY

VIAPUINT CUS T

E=ll  Order options Chargeable conversions m i
. CROSSING L e

Transport services

Demurrage
Container Inactive  IESIUT
Service levels

Extra Stop

Vehicle categories
FULL TRANSPORT -

Container types TRUCK + TRAILER

Price list Use price list for all customers Validity Linked to template Formula
Genset
E SuscHaged Default (European Haulage) v Th 26/01/2023 Weekend - Sat ONLY 45 GBP 2 @
HALF TRANSPORT - Domestic charges Tu 01/10/2024. Weekend - Sat ONLY 45 GBP z O
General surcharges TRUCK
Price by Lane Su01/12/2024 Weekend - Sat ONLY 45 Gap 2 0
Price index (fuel surcharge) NETWORKVIAPGINT.
o8] test type Th 19/12/2024 Weekend - Sat ONLY 45 68P 2 0O
P Collect & delivery options STANDTRAILER COST Link price fist
Activities Tank Washing

Waiting Time - Loading

Collect/delivery extras
Weekend - Sat ONLY Linke price list
Incidents
cargoptons R
Link price list

This change will also be applied to existing arders with this service Cancel m

2. From the price list. From Rate card customers, select the price list the charge will be added to. Click ‘Add charge’. A
list of available charges appears. Select the check box for the charge and click Save. Select the Edit icon next to the
charge to open the edit page. Under General info, update the ‘Always add to order’ and ‘Invoice process’ fields, and
click Save.

Orders  Planning  Trips  Invoices  Dashboard  Customers  Resources  Locations  Configuration  Global configuration Arynnesplaygrnul\deﬁ e

Orderinput  Charge templates  Ratecard customers  Costcalculationtrip  Tasks  Additional fields ~ Documents  Accounting  Chargeable weightconversion  Orderimports  Integrations ~ Mappings  Templates

W Active v Create price list

Chargeable conversions

Hazchem Network

Container

Medium Haulage

Freight Forwarding

Refrigerated

Groupage

Tanker
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Approving charges on invoices

When processing invoices, charges can be viewed either by order (Order view) or by specific charge (Charge view). If a
charge requires customer approval, it shows with a red ‘To approve’ label next to the line item.

- ab

Orders Planning Stops Trips Invoices Dashboard

Orders Planning Stopw » Invoices Dashboard Customers

—————— D Orders toinvoice Invoices Credit notes. Trips to bill Purchast
Orders to invoice Invoices ~ Creditnotes  Trip
-
-— -
Q 3 Edit columns Order view
Q 3 Edit columns [¢] Charge view  All dates V'
Al Toapprove  Notreadytoinvoice = Readytoinvoice ~ Ondraftinvoice  Invoiced = Invoice posted ~ Donotinvoice  + View
. . All Not ready to invoice Ready to invoice Draft invoice Invoiced Invoice posted Do not invoice + View
Charge Amount (excl. VAT) D Invoice Revenue (incl. VAT)
£23,273.16 Outstanding tasks. £23,273.18 D Customer Revenue (excl. VAT) Invoice
Outstanding tasks Revenue (excl. VAT) £28,048.04  £28,048.04
Transport charge | Transport £430.77 Ezjo‘zio‘o?i £516.92 Create fabel (+2) S
MY20250057 First Load Hauling
Transport charge | Transport £430.77 [’:Zj%fgofz £516.92 Create latel (+2) £430.77
Fine Foods Ltd
MY20250056 25 To approve
MY20250056 (EETED [ 1o approve Create label (+2) ® ®@| =5
Transport charge | Transport £417.03 ¥ ® @ £417.03 (D
P o D Creato abl (+2) £417.03 GEEIEETD PR o irvorce |
MY20250055 (EEYEE) Hilton Foods Holland
- Greate label (+2) £300 £00
[ o pian ]
Transport charge | Transport £800.00 WZ?E?‘OES £800
Create label (+2) MY20250054 Gamma £500
Create lagel {+2) £500 =
my20260054 @EEXED 0 g iwiaa Pr— _
Transport charge | Transport £500.00 Eresriepe| ® ® £500 Gafiftis ERED NO VA
&
MY20260063 ETTTTR B—8 Automaticallv calculated

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:
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