Invoices: configure an invoice task

Tasks automate workflows and improve efficiency. Configure invoice and credit memo tasks, and modify or add tasks to fit

business needs.

Updated October 21, 2025

Introduction to invoice tasks

Tasks create a form of workflow in the Qargo application. Configuring tasks adds automation to a workflow. This improves

efficiency and reduces potential errors or delays in the process. Default tasks are created for all new accounts. These tasks

can be modified, which gives the flexibility to create a unique process that suits individual business needs.

Navigate to Configuration > Tasks. There are 3 options to configure tasks for the Invoices module:

¢ Invoices (Revenue)

e Carrier invoices (Costs)

e Credit memos

Invoice tasks (default)
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v Create invoice

Create invoice (manual completion)
System task

Generate invoice pdf (auto-complete)
Generate document (Default task) 2 Admin
Document type: Invoice

Send invoice (manual completion)

Contact 2 Admin

E-mail from tom.gardin@hotmail.com to Customer (All)
with POD/CMR and Invoice attachments

Mark invoice as paid (manual completion)
System task (Default task) 2 Admin

Send invoice to accounting (manual completion)
System task (Default task) & Admin
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Invoices: configure an invoice task | Qargo Help Center - https://help.qargo.com/us/articles/279373-invoices-configure-an-invoice-task

—-Y -

1/5



QARGO Orders Planning  Stops Invoices  Dashboard Customers esources  Locations  Rates  Configuration Global configura Arynnes Playground e e
Tasks Additional fields Documents Accounting Order imports Integrations Mappings Templates Organisation settings
Object Purchase invoice tasks Create selfbill
v Create purchase invoice Add
Orders General info
Create selfbill (manual completion) f—
Generate document & Accounting il
Bookings ing proposal Create selfbil
Schedule task after (-
. \ Send selfbill (manual completion) feskatier ()
ontainer terminals 2 Create purchase invoice
Contact 2 Accounting
) E-mail from adriaan@qargo.io to Customer (All) with Draft
Intermodal backings billing proposal attachments
Scheduling options
) Create selfbill (auto-skip) Complete task (*) Auto-skip when bill has status.
Trips, Generate document (Default task) & Admin Manually complete
Document type: Draft biling proposal
Invoices Upload purchase invoice (manual completion) Add tags
Upload document (Default task) 2 Adrin
Involces Document type: Invoice
PO Mark purchase invoice as paid (auto-complete) Add tag
System task (Default task) 2 Admin
Credit notes b " " » . )
ost purchase invoice (manual completion) Configuration
System task (Default task) R Admin
. Conditions
Reauired documents
Generate as ()
PDF from template
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v Create credit note Add
Orders General info
Generate credit note (manual completion) Name (1
Generate document (Default task) 2 Admin -
Bookings Document type: Credit note Generate credit note
Container terminals Mark credit note as refunded (auto-complete)
System task (Default task) 2 Admin
Intermodal bookings Post credt note (manual completion)
System task (Default task) R Admin Scheduling options
) Complete task (%)
Trips "
1 Manually complete
1
1
. 1
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Create a new invoice task

Configuration

Conditions (D

Required documents

ez

Generate document

Generate as (*)

PDF from template

If the default tasks do not fully support the internal workflow, tasks can be added to or deleted from the workflow.

e Tasks can be added as a new part of the process with the ‘Add’ option.
e This creates a new task that forms part of the workflow.
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e Alternatively, each task has a menu (3 dots) with the option ‘Add a new task after’. Selecting this option automatically
adds the new task to the flow directly after that task.

v Create invoice O e e P Add]
Configuration
Create invoice (manual completion) D
System task —

+ Add new task after

Generate invoice pdf (auto-complete) O Delete

Generate document (Default task) 2, Admin

¢ To remove a task, open the menu on the specific task and select Delete.

Deleting tasks removes the task permanently from the workflow.

e It is possible to create customer-specific preferences for invoices in the customer profile tasks.

Steps
1. Select the appropriate task type

|;TEB k type |}

Contact

Dispatch

Driver: question pathfupload document
General

Generate document

Upload document

2. Assign the user role that will be responsible for performing the task
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Responsible (*})

X

Accounting
S Admin
Customer service

Driver [ Subcontractor (portal)

Planner

3. Select where in the workflow the task should be scheduled

Schedule task after (*)

Create invoice
Generate invoice pdf
Send invoice

Mark invoice as paid

Send invoice to accounting

4. Set how the task should be completed (Auto / Manual / Skip)

Invoices: configure an invoice task | Qargo Help Center - https://help.qargo.com/us/articles/279373-invoices-configure-an-invoice-task

4/5



Scheduling options

Complete task (*} Auto-skip when invoice has status

Auto complete task
Adc  Manually complete

Always skip task @
Add tag

are enabledon a tenant.
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Click the link below ©- to learn more about tasks in Qargo.

Tasks: learn more
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