Invoices — Orders to invoice view options

View 'Orders to invoice' by orders or charges. Use tabs to track status, filter columns, and manage invoices efficiently.

Updated September 30, 2026

‘Orders to be invoiced’ can be viewed based on orders or charges.

e Each page shows individual tabs based on curated views that group the invoice details by the status of the order
or charge.

e Once the status has been updated to ‘Invoiced’, it shows in the Invoices submenu under the generated invoice
number.

e Control what data is shown in the tables by using the ‘Customize icon’ to toggle relevant columns on or off.

Not ready to
invoice

Ready to
invoice

Draft / On draft
invoice

Invoiced

Invoice posted

Do not invoice

Custom view

Summary
Tab view Description
All This shows all orders or charges, regardless of the status of the order or charge.
To approve Charge view only. Charges that require approval before they can be invoiced.

The Not ready to invoice status includes all the orders or charges that have not yet been set to a Ready to
invoice status.

Once an order or charge is confirmed, it can be set to ‘Ready to invoice’, which makes it available to be
invoiced.

A draft invoice allows users to create and review an invoice before finalizing it. Draft invoices are given a
unique ‘DRAFT' invoice number.

The order / charge shows in the ‘Invoiced’ tab view and includes the invoice number assigned to the order /
charge.

An invoice with a Posted status indicates that the invoice has been generated and issued to the customer.
Once in a posted status, no further updates can be made to the charges and order details.

Marking an order or charge as ‘Do not invoice’ removes the revenue amount and sets the value to ‘O".

Create a custom view, using filtering on column headers to tailor the view to individual requirements.

Learn more about how to make the best use of the Order and Charge views.

Order view vs Charge view

Invoice by tab view

All

This shows all orders or charges, regardless of the status of the order or charge. In the Order view, the status shown is the
status of the order (i.e., Delivered, To plan, Invoiced). In the Charge view, the status shown is the status of the charge (i.e., To
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approve, To invoice, Invoiced). Column headers can be filtered in each view, allowing for better data visualization. Use this
view to gain the widest visibility of all orders or charges.
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Orders

Order view

Planning

Stops  Trips  Invoices  Dashboard  Customers  Resources

Orderstoinvoice  Invoices  Creditnotes  Trips to b

To approve Not ready to inveice Ready to invoice ©On draft invoice. Invoiced Invoice posted Do not invoice + View
Amount (excl. VAT) Charge calculation VAT Revenue (excl. VAT)
£23,585.90 £23,585.98
Transport Transport
” oot IEETDY . - No VAT £13.33
charge 40G8P (1/3) ©
| Transport Transport | (YT Automatically calculated
b 1o invoice | JINNN  calculate: AT cas
icharge Pallet spaces: 35 GBP x 1 (D)
rransport | Transport | (RRYATEY Automatically calculated
v eort | @RI 5 ~ No VAT £105
icharge Pallet spaces: 35 GBP x 3 (D)
| Transport Transport | (YIS Automatically calculated
P port | GRIEED) ;o Y - Ne VAT £17.50
charge Pallet spaces: 35 GBP x 0.5 ®
rransport | Transport | (EEYEY Automatically calculated
” vort | QRN 50,01 v VAT 20% £20090
harge Total distance: 136.63 MILE x (1.5 GBP / MILE)
I Transport Transport | (RN Automatically caleulated
" & [ £430.77 Y No VAT £430.77
charge Total distance: 287.18 MILE x (1.5 GBP { MILE)
| Transport Transport | (Y Autematically calculated
” Z _ £430.77 Y VAT 20% £430.77
charge Total distance: 287.18 MILE x (1.5 GBP / MILE)
| Transport Transport | (YT Automatically caleulated
v P [ £430.77 Y VAT 20% £430.77
charge Total distance: 287.18 MILE x (1.5 GBP { MILE)
Automatically calculated
rransport Transport | (EPYATEY £a5
v p _ £417.03 Total distance: 128.56 MILE x (1.6 GBP /MILE) Transit Rules s
charge £417.03 EEEETY
Total distance: 12455 MILE x (1.8 GBP / MILE)
Weekend - Sat | 4000 (YT Automatically calculsted @ 2 1o approve
£45.00 N Transit Rules
JONLY 45 GBP £417.03 (NS
S "
2 aarco Orders  Planning  Stops  Trips  Invoices  Dashboard  Customers  Resources
K~\ Orders to invoice s Credit notes. Trips to bil
~
[ B Edit columns Charge view | All dates v
Not ready to invoice Ready to invoice Draft invoice Invoiced Inveice posted Do not invoice + View
] POD/CMR Customer Route Revenue (exel. VAT) Invoice Billing frequency
Outstanding tasks Revenue (oxcl, VAT) £23,699.96  Resources  £23,599.96
w . v
MY20250048 - Leo's Lemons aae,_,.
Ready to mics (411 ® - £215
My20250047 (TN - Hospital Oost-Limburg 888
" ® 0
eady to moice (+1) ’
MY20250046 (EEERE] - henker Logistics Netherland  E@HEHEHE
Ready to inveice (+2) ® e Be 76152
20250045 s a—e
My20250044 (CIEEED s a8—-a
Ready to mcice (+1) © e £20 Monthly
MY20250043 (ZTTTD p s a—-=a
ettt ® saRRvS TOrTES £3%0 Monthiy
®
MY20250042 (EIEEED Leo's Lemons
« B @v. | =
@POD (sign on de.
My20250041 (ETTED Leo's Lemons 8—=a
i oo © 0
@
MY20250039 (RN Honey Bear a—-=a
Reay toimvoice (+1) PODICMR Brron. @ 2L
MY20250038 (T - BARRY'S TOFFEE ’ "
Create label (+2) @ 2710 Beroo. @ 227108 Monthly
MY20250037 (CEEEED p BARRY'S TOFFEE
® 2 fonth
Create labe (+3) “ 27248 Beoo. @i S27248 Monthly
MY20250036 (EEREED & BARRY'S TOFFEE a8a—a . Vonthiy
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Purchase invaices

Locations

Purchase invoices

Rates

Customer

Tiofarma BV

Tiofarma BY

Tiofarma BV

Tiofarma BV

Fine Foods Ltd

Hospital Oost-Limburg

First Load Hauling

First Load Hauling

Fine Foods Ltd

Fine Foods Ltd

Rates.

Upload purchase invt

Containers/driver..

€@

Configuration

Configuration

Global configuration

Upload purchase invoices @)

D
Outstanding tasks

My20250064 QETEEED
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Ready to nvai

MY20250062

Ready to invoica (+1)
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Ready ta inveice (+1)
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Greate label (+2

Mv20250050 (CHETEED

Creata abal (o2

Mv20250056 (TR

Create abel (+2)
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Creatoabol (22
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2
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To approve (Charge view only):

Charges that are configured to require approval before they can be invoiced are individually tagged with the status 'To
approve'. This view can be used to filter for outstanding charges that require approval prior to billing.

Q QARGO

Dashboard  Customers  Resources  Locations  Rates  Con Global cont

J—-Y T

Orders to invoice Invoices Credit notes Trips to bil Purchase invoices Upload purchase invoices (@)

Q [ Edit columns TRl ocerview D Export \/
Al Toapprove  Notreadytoinvoice = Readytoinvoice = Ondraftinvoice | Invoiced | Invoiceposted | Donotinvoice -+ View
Charge Amount (excl. VAT)  Charge calculation var Revenue (excl. VAT) Customer D Route Description  Customer
@ revenue Gutstanding tasks Resources
Weekend - sat (4000 Atomatcaly calcuated IR soprow 20250088 5—a
LW cis00 v Transit Rules — Fine Foods Ltd Mv20250056 (EETITD
onLy 45 G8P £417.03 (RN reste bl (+2)
Weekend - Sat | 4000 (EETT) Automatically calculated [2IY 7o approve 20250006 8—=~a
Sl cu5.00 ’ Y No VAT = Fine Foods Ld e e
onLy 45 08P £65.73 (] Greate il (+2)

Not ready to invoice

The Not ready to invoice status includes all the orders or charges that have not yet been set to a Ready to invoice status.
This can include various order or charge statuses. In each view, it is possible to set the individual record (order or charge) to
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ready to invoice. Column headers can be filtered, so it is possible to group the records based on the outstanding task or
status.

5
Orders  Planning  Stops  Trips  Inwoices  Dashboard  Customers  Resources  Locations  Rates  Configuration  Global configuration Arym\esEmptye@- o

-, Orderstoinvoice  Invoices  Creditnotes  Tripstobill  Purchaseinvoices  Upload purchase invoices @) Export to Sage50

Q [ Edit columns Order view & Export v

Al Toapprove | Notreadytoinvoice | Readytoinvoice  Ondraftinvoice | Invoiced  Invoiceposted  Donotinvoice | + View

Charge Amount (exel. VAT) D Customer Route Gharge calculation VAT Revenue (excl. VAT) n  Custome
£21,208.88 Outstanding tasks Resources £21,208.60
20250052 B——8) Automatically calculated
Transport charge | Transport £100.00 vscined ) Gamma y No VAT £100
Create fabel (+2 100 G8P
MY20260051 (EETTEES B——8 ruomaticaly calculated .
Transport charge ( Transport £4.00 e Honey Bear oo VAT 20% £
MY20250050 E———@ utomatically caloulated .
Transport charge | Transpar £4.00 PN Honey Bear B ARYNNELY | 0 8P VAT 20% £
Transport charge | Transport £0.00 Mra0es00e (oo ] Leo's Lemons 8 B | arul price VAT 20% £0
2025 B—8—8 Avomatically calculated
Transport charge | Transport £215.00 Mr20250045 (RFITD Leo's Lemons v VAT 20% £215
Ready to invaice (+1) 215689
MY20250047
Transport charge | Transport £0.00 A ?m Hospltal Oost-Limburg Manual price No VAT £0
20250046 Automatically calculated
Transport charge | Transpart £761.52 MY20250045 (TS Schenker Logistics Netherlands v VAT 20% £76152
Ready to invoice (+2) Total distance: 507.68 MILE x (1.5 GBP | MILE)
20250045 Automatically calculated
Transport charge Transport £32000 w2t QR BARRY'S TOFFEE ’ VAT 20% £320
Ready to nvaice 320 G8P
MY20250044 (CEEIT Automatically calculated
Transport charge ( Transport £320.00 o | BARRY'S TOFFEE VAT 20% £320
Ready to invoics (+1) 320 688
MY20250043 Automatically calculated
Transport charge | Transpart £330.00 0043 (TN BARRY'S TOFFEE Y VAT 20% £330
Ready to invoice (+1) 300 6P
Orders  Planning  Stops  Trips Dashboard  Customers  Resources  Locations  Rates  Configur Global configuration Arynnes Empty o @ e
AN Orders toinvoice  Invoices  Creditnotes  Tripstobill  Purchase invoices  Upload purchase invoices ) Export to Sage50
~
a [ Edit columns Chargeview | All dates @ Export v & Print Quiek actions \/ Invoice orders
Al Ready to invoice  Draftinvoice | Invoiced | Invoice posted | Donotinvoice |+ View
o POD/CMR Customer Route Revenue (excl. VAT) Invoice Billing frequency ©9 1 () Comtainers/ariver... " Order start Order end
Outstanding tasks Revenue (excl, VAT) £23,750.01  Resources £23,750.01 " 3935 © 265 Requesteddate Actualdate  Lecation Requesteddate Actusidate  Location
Mr20250057 (23 5 Fist Load Hauiing saaa,, Mo 17703 Garpenter Be.. Tu 18103 Hospital 0o
Creata label (+2) @ £a30 8800 Rossel. 600 Gent
MY20250056 . Fine Foods Ltd B—a s . Sa 01/03 799 Witan G... $a01/03 Amsterdam
Crastolabel (+2) @ £is £417.03 N GBS 2P M NL1118 AXE
MY20250085 , a—=a 180 wezsoz Deddington . Th 27/02 799 Witan ¢
creste atal (:2) @ £800 e 07.00.08:0 caoxtsora a5
MY20250064 () ~ a—-=a Mo 24102 799 Witan G... Mo 24/02 St Albans C
o) 5 P
Cromelabe (12) ® £500 o S-ka 2P i cB-AL anFs
MY20250083 - Gamma 8—a=a Mo 24/02 799 Witan G... Mo 24/02 Eastern Doc
® o
rest oel (+2) ® c100 £100 oo o 600 ce-cristn
My20250052 () - a—a=a Su23/02 799 Witan G... Su 23/02 Eastern Doc
® ) 80
Creste el (42) ® 100 oo G- 260 ca.cTisie
MY2025005 1 (CEITIED a Honey Bear 8—=a 5a0 Mo 03/02 Su26/01 EnnisRoad Mo 03/02 Su26/01 Peel Port Di
Craate lsbal (+2) @ “ £ a5 o818 1€ Limes " & Dubiin
My20250050 (CEEIED o Honey Bear 8——=a %6 50 Mo 03/02 We 22/01 EnnisRoad Mo 0302 We 22/01 Peel Port Di
®
Ready to imvoice (121 @ “ Banwes | o " o 1€ Limerick a:30 1€ Oubin
MY20250049 a Leo's Lemans, 580  Su23jo2 EnnisRoad  Su 23/02 Peel Port i
Ready oinvoice ® o o e Limerick 1€ bubin
MY20250045 (7 - Leo's Lemons 180 Suzsjez Garpenter Be.. Mo 24/02 Haven 121¢
® 215
ez tmica (41 ® e £ 8800 Rowel 13080
MY20250047 () - Hospital Oost-Limburg 850 su2z02 Carpenter Be... Su23/02 PAO Ferries
® £0
Ready toimeicn (+1) @ o I 2800 Roszel. F-s2100
MY20250046 (R - Schenker Logistics Netherland =20 50  Su02/02 Fr31/01 Warbys1 We 09704 Trent Park ¢
® 5
Ready to mvcce (+2) ® ; 76152 J 0600 Gs-BLe0uz for. <1700 ca-w1a auw
MY20250045 ~ BARRY'S TOFFEE [ Bloxham Mill  Th 24/04 MK10
o .
Ready to mveice @ £320 (Parian) £ Monthiy i s G8-0X15 4FF &1 GB-MKI Mt
wtnnrnn s a— PR [ S—} f meim a2 Blrwham kAl 7. 2000 a2 aern
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Orders Planning Stops

Orders to
[ Edit columns 1 active filter > Order view Charge view
All To approve Mot ready to invoice Ready to invoice On draft invoice Invoiced Invoice posted
Charge Amount (excl. VAT) ID Cus
H £21,208.64 Outstanding tasks

1 ._ Close X i

Transport charge | Transport \ £150.00 Fine
i Sort

\ :

Transport charge | Transport §100.00 Charge Fine
\ 1% Ascending
\ 1% Descending
DEfault £1%.00 Fine
“‘ Filter by charge name

\ One of ]

Fuel surcharge £3.78y Fine
‘\I Filter by charge + rate card
Transport charge | Transport EEGO.DCE One of Fine
Filter by status Clear

Transport charge | Transport £204.95 Fine
Weekend - Sat ONLY | 4000 £45.00 Mreneses Fine

Create label (+2]

If charges need to be updated, clicking anywhere in the row opens the order details, where they can be updated as required.
In the Charge view, it is possible to update the charges directly from the screen.
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ing  Stops  Trips Dashboard ~ Customers ~ Resources  Locations  Rates  Conf

Orderstoinvoice  Invoices  Creditnotes  Trips to bi Purchase invoices  Upload purchase invoices @) Export to Sage50

Global configurat

Q @ Edit columns Order view @ Export V
Al | Toapprove | Notreadytoinvoice ~ Readytoinvoice = Ondraftinvoice Invoiced  Invoice posted | Donotinvoice =+ View
Charge. Amount {excl. VAT) D Customer Route Charge calculation VAT Revenue (excl. VAT) Description  Cust
6,302.86 Outstanding tasks Resources £6,302.88
MY20250029 (IR
Transport charge | Transport £65.00 e e 1agy Ve ) Honey Bear ARy, g, Manualprice VAT 20% £65
50028 (TR |
Transport charge | Transport £60.00 Crae o gy VAL Schenker Logistics Netherlands BaRy_ @ Manualprice VAT 20% 60
027 (IR
Transport charge | Transport £150.00 e SERRGEL Honey Bear BARy. g, Manualprice VAT 20% £150
MY20250025 B——=8 Automatically calculated
Transport charge | Transport £124.18 g B Schenker Logistics Netherlands ARV W | Tota 279 MILE (15 osp/mie) VAT 20% £120.18
Create labal (+ A otal distance: 82 x (150 )
; [UELPECREN Roacy to invoice 8—=a ; ;
Transport charge Transport T g et ® @ HoneyBear B Tctora | Manual price VAT 20% £220
Tanspor harge Tper ers00 20250015 (IEEIIEYEIEEY Honoy sear F—B naivre var 20% s
Tansport harge Tarper 000 20250017 (CEEENIEYITEEY Honey Bene BB sty cscuiated AT 20% -
25¢ B—8 Automatically calculated
Tarsport horge Tarpor esa000 20250000 (CEEETRNITEY Fin Fopds 16 8 8 woniealy var 20% co90
50002 E——@ Avtomatically calculated
R, sa0000 o eeea Fine Foots L P var 20 400
PRRRECE Reacy to invoice ] B—H) Auvtomatically calculated
Tansportchargo | Tanspor cs0000 20240105 (CEEETTENITEE Honey Bear B——H suionatealy vAT 20% "y
MY20240104 B—B) Automatically calculated
Transport charge | Transport £100.00 by — Honey Bear WBo_ B 100 ae VAT 20% £100 ¢
N o MY20240102 B—@) Auvtomaticaly calculated e
Transport charge | Transport £0.00 shiionsll Honey Bear B ARY... Bl | Calculation error: Metric s not a number VAT 20% £0
0r-0075
Transport charge | Transport £0.00 bl Buse Gases @ Fir 5 Manual price VAT 20% £0
ISR Reacy to invoice B8 sutomatically calculated e

Shawing 46 out of 46 charges

(]
100 f page

Ready to invoice

Once an order or charge is confirmed, it can be set to ‘Ready to invoice’, which makes it available to be invoiced.

~
.“: QARGO Orders Planning  Stops  Trips In

-~ " Orders to invoice

.4

Q, [B Edit columns Char Q, [@ Edit columns Order view

All Not ready to invoice Ready to invoice Draft invoice Invoiced Al To approve Mot ready to invoice Ready to invoice On draft invoice Invoiced Invoice posted Do noti
D ,, Customer Revenue (e Charge Amount (excl. VAT) D ’ Customer
Outstanding tasks _# Revenue (excl. VAT) £23,750.01 £23,750.01 £21,208.64 Outstanding tasks
MY20250074 Fine Foods Ltd MY20250074
Create labsl @ @ 150 £150 Transport charge = Transport £150.00 Create label ® ® Fine Foods Ltd
Ready to invoice @ Ready to invoice ®
Send invoice ® & Fine Foods Ltd Send invoice ® ®
Create label (+2] . £100 Transport charge = Transport £100.00 Create labal 421 Fine Foods Ltd

The Order view offers a wider choice of functions via the ‘Quick actions’ menu. This provides a variety of functions
associated with processing invoices, including downloading documents or setting the order status back to ‘Not ready’ if
necessary.
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01
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B Export %

Actual date
Mo 27/01
17:26 &)

Mo 27/01

17:37 &

Ma 2701

We 15/01
Tu 1401

(LR L

Tu 14/01

Tl
s g

Fr 03/01
06:00 &

Mo 13/01

2 A0 o
Uil oy

Export to Sage50

Ny
~ -
5
i Print Quick actions v
Actions
Download documents (zip)
Lol Update dates lata
H . 5 J01
BE Update rate cards y
g| Cancel orders 101
BE )
Tasks
He 101
gef| Create quote :
z| Send quote J01
BE i
Send to planning
H: 101
BEY Create label iF
Fig Ready to invoice 9401
BE k
Hi Send invoice o
BEY Complete orders L
= A0
Undo tasks
FR ]
A 3
P& _I.I.ndamdy.l.n.lﬂumﬂ___;m-]
FR-62100 Calais 12:117 &%

Location

Carpen
BE-8800

Haven *
BE-2130

Carpen
BE-BB00

Carpen
BE-8800

Carpen
BE-B800

Carpen
BE-8800

Carpen
BE-8800

76 Dun
GB-KA1C

Hospita
BE-2600

From the Charge view, clicking the checkboxes combines charges to create an invoice. In this way, it is possible to separate

charges from a single invoice if necessary.
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Integrations are enabled on a nen-praduction tenant.

o
L aarGo Orders  Planning  Stops  Trips  Inwoices  Dashboard  Customers  Resources  Locations  Rates  Configuration  Global configuration Arynnes!mptyO@ e

Orderstoinvoice  Invoices  Creditnotes  Trips to bil Purchase invoices  Upload purchase invoices ) Export to Sage50
O gesers oorven % Egon v

Al Toapprove | Notreadytoinuoice | Resdytoinvoice  Ondraftinwoice  Invoiced | Inwoiceposted | Donctimoice | + View
Gharge Amount (excl. VAT) D Gustomer Gharge calculation VAT Revenue (excl. VAT) Description  Cust
cac.as - cas.as
m 0r-0033 ETIEIIEED [ 2
Transport charge Transpert £97.50 o S Warburtons Ltd Bz o Manualprice VAT 20% £07.50
Transport charge | Transport £0.00 L e Warburtons Ltd EIE o B | omticaly calcuistod VAT 20% £0
Transport charge | Transport £0.00 Or-00%0 IR Warburtons Ltd EE oile B | omaticaly calcuitod VAT 20% £0
Transport charge Transport £0.00 or-002 I Warburtons Ltd E'E = D tomaticaly calcaated VAT 20% £0
SINVPEN Roady to invoice. B——8 automatically calculated
Transport charge Transport £317.00 argo i No VAT £317
o g P nveice order i B0 BT.|31768p
i B———@ Avomatically caloulated
Transport charge Transport £120.00 e N L Warburtons Ltd —=ra il VAT 20% £120
or-0014 ® B——8 Auomaticaly calcuited
e £43.00 Or-o0e & ® @ Kofessa ~ VAT 20% £100.95
-001 B—8 auvtomatically calculated
AM Time Window - Danté £30.00 Oroon: IR ® Koryfes SA B0, BT s008m VAT 20% £100.95
Fuel surcharge £3.45 skl @ Koryfes SA Bso. @r, Menualprice VAT 20% £109.95
) or-04 Y B8 Automatcaly colcuisted
Pallet wrap - Danté £10.00 - Koryfes A L VAT 20% £109.95
Send mvaics 1) B50.. MT.| goods:2GBP x5
- . or-0014 & N B—8 ruvtomatically calulated A .
alft £3.50 or-001: €T Koryfes 5A o 5os ] 5 sor VAT 20% £109.95
r-001 B—— Avtomatically calculated
Waiting tims - Loading (Dante) £20.00 eooma b g Koryfes sA : ¥ VAT 20% £109.95
Send mvaica (1) B8O B T.| Waiting time: 30 min x (20 GBP ] 30 min)
0r-000 B——F8) Auvtomatically caloulated
Or-0005 (CTTTITIIT] Warhurtans |t 4 VAT 20% £100

Transnart charae | Transnart £100.00

(]

Once all auditing is complete and the orders or charges are ready to be invoiced, select the checkboxes and click the
‘Create invoice’ button. In the Order view, this automatically includes all charges on the order. In the Charge view, charges
are sorted by charge, so make sure to select all the charges to be included on the order.

See the link below for a complete overview of creating an invoice.

Create invoice

Draft invoice / On draft invoice

A draft invoice allows users to create and review an invoice before finalizing it. Draft invoices are given a unique ‘DRAFT’
invoice number. In the ‘Orders to invoice’ screens, these still show under either the order number (Order view) or the charge
description (Charge view), with a status of ‘Draft invoice’. The invoice functionality is limited to the ‘Send invoice’ task in
both the Order view and the Charge view. However, in the Charge view, the charges can also be updated from the main list.

i ~
Orders  Flanning  Swops  Tips (9 QARGO Orders  Planning  Stops  Trips  Invoices  Dashboard

AN Orders to Inval Orderstoinvoice  Invoices  Credit notes
Al Notreadytoinvoice | Readytoinvoice  Draftimwoice  Invoiced | Invoiceposted = Donotinvoice 4wy Toapprove = Notreadytoinvoice  Readytoinvoice  Ondraftinveice  Invoiced  Invoiceposted | Donmotinvoice  + View
] Customer Revenue (excl. VAT) Invoice Charge Amount (excl. VAT) ) Customer
Outstanding tasks Revenue (excl. VAT) £634.02 £634.02 £834.02 Outstanding tasks
MY20250029 Honey Bear - MY20250029 (RIS
Create label (+1] . EGE Transport charge | Transpart £65.00 Crente abel o) Honey Bear
[SRNFEN Draft invoice BARRY'S TOFFEE e 28 =
3 -dra-24-120) BURRERN Orait invoice ]
carrre £322.70 (dnvedraft-24-120.. ) fransport charge | Transport £327.70 " e BARRY'S TOFFEE
SIRTEEN Drat invoice Schenker Logistics Netherland . AT Aconae
Send invoice 1 £141.32 nv-draft-24-120... AM Delivery Window £30.00 ———TJSchenker Logistics Netherlands
£141.32 I Sand invoice ® ® F
Or-0005 Warburtons Ltd _ cure 32 0r-0009 " stic s
ot - £100 v-dra 0.)  Fuel surcharge £1.32 P, Schenker Logistics Netherlands
Or-0009 i
Transport charge | Transpart £110.00 o maee DEalUlroLs Schenker Logistics Netherlands

Invoiced

Once an invoice has been created, the order / charge shows in the ‘Invoiced’ tab view. The Invoice column now includes the
invoice number assigned to the order / charge. In the Order view, the orders are still grouped by order number, and the
Charge view still groups them by charge type.
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-~
c: 0ARGO Orders Planning Stops Trips L ‘: QARGO Orders Planning Stops Trips Invoices Dashboard Custol
R v
N Orders to invoi ’ Orderstoinvoice  Invoices  Creditnotes  Tr
\\ 4
Al | Notready toinvoice | Readytoinvoice  Draftinvoice | Invoiced | Invoiceposted = Donotinvaice = 4 | Al | Toapprove  Notreadytoinvoice | Readytoinvoice = Ondraftinvoice | Invoiced | Invoiceposted | Donotinvoice |+ View
D Customer Revenue (excl. VAT) Invoice Charge Amount (excl. VAT) ) Invoice Customer
Outstanding tasks Revenue (excl. VAT) £4,524.70  £4,524.70 £12,326.58 Outstanding tasks
S ivain O £650 MY20250066 (ETTEED
- Transport charge | Transport £1383 3 A Serd mvcica Ticfarma BY
MY20250022 BARRY'S TOFFEE e -
(D £317.85 (IN-25-030001)
117.98
MY 20250065
26002 5 Transport charge | Transport £13.33 ( Tiofarma BV
MY20250021 BARRY'S TOFFEE —_— M, Send invoics
=D £317.85 (IN-25-02000 =
317.85 (Poriar) e
125002 9 MY20250064 ——
MY20250020 (IEETD S HOEEE £331.18 (N Transport charge | Transport £13.33 A Sond invion GEED (N-25-020008)  Tiofarma BV
£331.18 = " .
MY20250016 (R Fine Foods Ltd . =
Sendinvoice (&) () € === =8 5, w250 e MY20250042
- Transport charge [ Transport £0.00 o Loz sl Leo's Lemons
MY20250015 (NIl Leo's Lemons £482.83
£462.83
25 MY20250035
Mr20250014 (IEIETD Leo's Lemons £0 (N Transport charge | Transport £390.00 Create ranel =D ( BARRY'S TOFFEE
M¥20250013 (EEETD BARRY'S TOFFEE £390 (N-25-030003) Transport charge | Transport £390.00 =] ((N-25-010074) BARRY'S TOFFEE
MY20250030 (ETEETD
Transport charge | Transport £134.00 o ( Schenker Logistics Netherlands
MY20250012 (IR Lea's Lemons o (1-25-035005 ) ena e

£660.00 MY20250025 ([RETZED

@ i s P Sind invice

Transport charge | Transport BARRY'S TOFFEE

MY20250022 (RETEED

Transport charge | Transport £317.85 BARRY'S TOFFEE

Functionality is limited. It is still possible to update the charges in the Charge view screen, while in the Order view, clicking
the order number opens the order details, where the charges can be updated. Once any changes have been made, the ‘Send
invoice’ task shows so that the updated details can be resent to the customer. If there are any errors, an alert shows on the
task.

To process invoices, use the Invoices menu.

Invoice posted

An invoice with a Posted status indicates that the invoice has been generated and issued to the customer. Once in a posted
status, no further updates can be made to the charges and order details. It is possible to add additional charges to the
order; however, this does not affect the posted invoice. It moves the order back to a ‘Ready to invoice’ status for the new
charges added, which need to be invoiced separately from the posted invoice. For adjustments after posting, consider using
credit memos or standalone invoices for additional charges. Credit memos can reverse the original charges and allow a
corrected invoice to be reissued, while standalone invoices cover missed charges without altering the original posted
invoice. These approaches ensure accurate and transparent financial records.

SN Reachy to invoice Schenker Logistics Netherland ;44

Send invoice [(+1) £100 (L i@he £100 ETTYTIT]
RGN Invoice posted

If any changes are required to the posted invoice, a credit memo can be created for either a specific charge on the invoice
or the whole invoice. If a credit memo is created, it is shown as a negative amount in the Revenue column. Alternatively, if
creating a credit memo is not preferred, a standalone invoice can be issued to include any additional charges separately.
This method is ideal for smaller adjustments and avoids changes to the original invoice.
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o~
Orders Planning Stops k.l QARGO Orders Planning Stops Trips Invoices Dashboard

~ Orders 1 P Orders toinvoice  Invoices  Credit notes
hJ ’
b ¥
Q @ Editcolumns Charge view | Alldates v/ a @ editcolumns | | orderview | Charge view
Al Notreadytoinvoice = Readytoinvoice  Draftinvoice | Invoiced | Invoice posted = Donotinvoics Al | Toapprove  Notreadyloinvoice  Readytoinvoice = Ondraftinvoice  Invoiced  Invoiceposted  Donotinvoice  + View
0 Customer Revenue (excl. VAT) Invoice Charge Amount (excl. VAT) D Invoice Revenue (excl. VAT) cu
Outstanding tasks Revenue (excl. VAT) £1785 £175 £526.98 Outstanding tasks £526.98
[N Invoice posted isti : P— 0r-0089 ted
r invoice pos Schenker Logistics Netherland . PR 21200181 | Transpont chargs (Tramspert £100.00 5 Invoice poste ‘ £100 Sch
£100 —
. m rtons Ltd Y 5 96
[SIRIEN  invoice posted £326.98 RS invoice posted _ £326.98
- - Transport charge | Transport £326.98 = (N-za-1z0008) War
-£326.98 e -£326.98
98 4 ALY
burtonstta == £100 ~~
or 000 Warburtans N 0r-0001 [
[SSERRN Invoice postad - £100 e Transport charge | Transport £100.00 P e v-0001 s e War
. IE 4 -£25 -m-0uot. 5 .
- ~

[ 4

In some circumstances, it is possible for a Super Admin user to unpost an invoice.

Il Unposting invoices should be done with caution, as it can create discrepancies in accounting data.

Depending on individual business requirements, posted invoices can be exported in a format that allows data to be
transferred to third-party accounting software. Where integrations exist, this process can be carried out through a direct
transfer. For a complete guide on correcting or adjusting invoice amounts after posting, refer to the sections on credit
memos, standalone invoices, and editing invoices while in editable statuses. Each method offers flexibility depending on the
scope of the adjustment and the status of the invoice.

Contact the account manager for details of accounting software integrations.

Do not invoice

Marking an order or charge as ‘Do not invoice’ removes the revenue amount and sets the value to ‘O’. When creating an
invoice, there are 2 ways to use the ‘Do not invoice’ option:

e Manually mark an order / charge as ‘Do not invoice'.
e Configure charges to be set automatically to ‘Do not invoice’ when the amount is zero. This is configured in the charge
settings as ‘don’t invoice if amount is O".

When ‘Do not invoice’ is used, the revenue is set to O, which can affect the revenue value for reporting purposes.

e y ~
l.’ QARGO Orders Planning Stops Trips I l.' QARGO Orders Planning Stops Trips Invoices Dashboard Customers
[N
~ Orders to invoice ” Orders toinvoice  Invoices  Creditnates  Trips tobi
B ’
N '
All | Notreadytoinvoice  Readytoinvoice  Draftinvoice Invoiced Invoice posted  Donotinvoice  + View | Toapprove  Notreadytoinvoice  Readytoinvoice = Ondraftinvoice  Invoiced  Invoice posted Do rnotinvoice =+ View
I Customer Revenue (excl. VAT) Invoice R¢  Charge Amount (excl. VAT) D Invoice Revenue (excl. VAT) Customer
Outstanding tasks Revenue (excl. VAT) Re Reverin Outstanding tasks
[SIMAREER D ot invoice Warburtons Ltd B 0r-0008
Create label £0 Transport charge | Transpart £100.00 Craate labsl = £0 Warburtons Ltd
0r-0007 Warburtons Ltd 0r-0007
Creste label ) £0 Transport charge | Transport £26.71 oron) g £0 Warburtons Ltd
Craate label i Create iabel
0r-0047 Warburtons Ltd =} [OIECEVR o not invoice
£0 @  Transport charge | Transport £100.00 - £0 Warburtens Ltd

[EELLEN Do not invoice Warburtons Ltd [SRWLEN o not invoice
Create label £0 Transport charge | Transport £26.71 Create label £0 Warburtons Ltd

The Charge view retains the original charge amount, but the revenue is set to O. The Order view only shows the revenue
amount as O.
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Custom view (+)

Each view (Order / Charge) offers the option to create a custom view. When + View is first selected, the default shows as All.
Each column header has filtering options, which can then be used to tailor the view to individual requirements. Once a filter
is applied to a column, the filter icon shows in green, and an indicator shows how many filters are active. In some cases, it is
possible to add multiple options to the filter.

]
t .i QARGO Orders Planning Stops Trips Invoices Dashboard Customers Resources Locations Rates Configuration Global configuration
~ Orders to invoice Invoices Credit notes Trips to bil Purchase invoices Upload purchase invoices )
~
~
S
Al | Toapprove  Notreadytoinvoice = Readytoinvoice  Ondraftinveice  Invoiced | Invoice posted = Do not invoice TEST1
Charge Amount (excl. VAT) "] Invoice Revenue (excl. VAT) Customer Route Charge calculation
————ee @ evere oustandingtasks O 3 @) ———> @ sesourees
W -5 40 Close X 5 c
Weekend - Sat ONLY | 4000 £0.00 £75 Honey Bear B ARYNNE 1 Automatically calculated
Sort a &
Weekend - Sat ONLY | 4000 £0.00 £100 Honey Bear N Autematically calculated
Order creation date EFfirst Lo.. B

1# Ascending
12 Descending

Filter by ID
One of
Filter by status Clear
oot | (TR 1o o |

Filter by task
One of Blockad
Filte by incid

Planned

Filter by task1

One of

One of

v
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Orders Planning Stops Trips Invoices

\\ Orders to invoice Invoices
Y
Q [H Edit columns 1 active filter X Charge view All dates W
All Mot ready to invoice Ready to invoice Draft invoice Invoiced Invoice posted Do not invoice Mew item
ID Customer Revenue (excl. VAT) Invoice Route
Outstanding tasks 9= == == *a Revenue (excl. VAT) £973.99 £973.99 Resources
MY20250066 Tiofarma Close X 8—=a
£ Send invoice £13.33 MY & Truck_1
Sort
\:YZGJ?GU_S‘J Tiofarma | | o der creation date 20003 |
£ Send invoice £13.33 e B Truck_1
1% Ascending
MY20250064 ([RTEN Tiofarma | 12 Descending — 8—a
Lo 120003 ) -
A Send invoice £12 39 . —_— B8 Truck
RSy Filter by ID

MY20250030 (TS Schenke | one of Soo1 | 8—8a
Send invoice £134 B arvn. @@v.
MY20250023 ([T BARRY's | Filter by status Clear - 8—a

— j30002 )
Send invoice ] I

oneot | [REEED]

MY202500716 [RGGI=E Fine Foo 67T Bt

. P . N ! u
Send invoice £250 Filter by task Clear

oneot | [Sendimvare ]| |

Filter by incide  Create label
One of Create quote

i Ready to i
Filter by task 1 eady to invoice

Send inveice ~
One of

Send guote

Send to planning

Filters set on one tab view are applied across all tabs.

Surcharge revenue column

The Surcharge revenue column, available on the ‘Orders to invoice’ page and also on the Orders overview page, shows
which surcharges make up the total and can be filtered by surcharge name. This makes it possible to list every order that is
missing a specific surcharge before billing, for example a holiday surcharge on a public holiday.

¢ On the Invoices page, the Charge view cannot be used for the Surcharge column, because an order that lacks a
charge has no row there at all.
e The Surcharge revenue column is turned off by default.

Add the Surcharge revenue column

1. Navigate to Invoices > Orders to invoice, then select the Order view.
2. Click Customize.
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3. Toggle on the Surcharge revenue column in the Profitability section.

9)
Quotes  Orders  Planning  Stops  Trips | Invoices | Dashboard  Companies  Resources  Locations  Rates  Configuration Shoko Playgrou... e e @ 6

w Invoices Credit notes Trips to bill Purchase invoices Upload purchase invoices
[} Charge view  Collect or delivery date V' Last 90 days + future \/ & Export V @ Print | Quickactions V/
All Not r to invoice Ready to invoice Draft invoice Invoiced Invoice posted Do not invoice + View
D Customer Revenue (excl. VAT) Order start Order end Route cargo Transport service Collect | Del... Surchar
Outstanding tasks Revenue (excl. VAT) €3,134.09 | ¥... €3,134.09| ¥40,000 | £3,847.91 Requested date  Actual date Location Requested date  Actual date Location Resources 0 Extras Total £281.96
0r-0000069 Qargo JP 420,000 Mo 28/09 Mo 28/09 Qargo JP offi... Mo 28/09 Mo 28/09 Hiroshima Air... B——8) Full Truck Load 1h  om .
Generate delivery note (+4) ¥20,000 . 00:00 @ JP-100-0005 C. 12116 G JP-729-0416 M. i
0r-0000068 Qargo JP 420,000 Mo 28/09 Mo 28/09 Qargo JP offi.. Mo 28/09 Mo 28/09 Hiroshima ir.. B———8) Full Truck Load 1 om
Generate delivery note (+4) ¥20,000 " 00:00 T JP-100-0005 C. 12:16 @ JP-729-0416 M. 1h -
0r-0000067 Qessin €519.51 Mo 28/09 Mo 28/09 Harrods Mo 28/09 Mo 28/09 port Of Antw... EHE-8-8 Full Truck Load 1 om R
Generate delivery note (+4) 51951 - o115 GB-SWIX 7XLL 13:30 65 BE-2030 Antweer... | Sam wills T
0r-0000066 Qessin €519.51 Mo 28/09 Mo 28/09 Harrods Mo 28/09 Mo 28/09 Port Of Antw... EHEHB-8 Full Truck Load 1 om R
Generate delivery note (+4) 25‘9;5“ -€519.51 0145 GB-SWIX 7XL L. 14176 BE-2030 Antwer... | B Angus Mills h
0r-0000065 Qessin o680 Fr 25/09 Fr 25/09 Port Of Antw... Fr 25/09 Fr 25/09 Harrods 8-e88a Full Truck Load 1h | om R
Generate delivery note (+4) €563.84 00:00 @ BE-2030 Antwer. 14:23 GB-SWIX 7XL L. 1h
0r-0000064 Qessin 185074 Fr 25/09 Fr 25/09 Port Of Antw... Fr 25/09 Sa 26/09 Harrods 8888 Full Truck Load
Generate delivery note (+6) €1,850.74 (et 00:00 % BE-2030 Antwer. 0455 GB-SWIX 7XL L. -
0r-0000063 Qessin €100 Th 24/09 Th 24/09 Port Of Antw... Th 24/09 Th 24/09 Harrods a—=a Full Truck Load om ' Om R
A Generate palletabel(s) (+3) <100 10:30 8 BE-2030 Antwer 17:09 GB-SWIX 7XLL.. | B Sam Wils om
0r-0000062 ([EED Qessin €100 Th 24/09 Th 24/09 Port Of Antw... Th 24/09 Th 24/09 Harrods 8—=a Full Truck Load 1 om
Generate delivery note (+4) €100 00:00 T BE-2030 Antwer. 06:58 GB-SW1X 7XL L. 1h -
0r-0000061 Chemion Logistik GmbH-DGV ./ o Th 24/09 Th 24/09 Rotterdam T.. Th 24/09 Th 24/09 Depot Hamb... E——=) Full Truck Load 2h  om 70
Generate delivery note (+5) £742.62 B 06:45 T NL-3045 AP Rot. 14:33 ¢ DE-21079 B Angus Mills 2h
0r-0000060 Tilbury Docks £15 Th 24/09 - Tilbury Docks ~ Th 24/09 - Harrods 8—=a Full Truck Load 15
Gensrate delivery note (+4) 15 B Tilbury Docks GB-SWIX 7XLL
’ h
0r-0000059 Harrods 450 Fr 25/09 Fr 25/09 Guinness Sto... Fr 25/09 Fr 25/09 Harrods 88806 Full Truck Load 43m
Generate delivery note (+5) £450 01:30 E-DO8 VF&H Du 13:46 GB-SWIX 7XLL... | B Sam Wills 30m
2n13m
0r-0000057 Guinness Storehouse 0 We 23/09 - Guinness Sto... Th 24/09 - Harrods 8—=a Full Truck Load
Ready to invoice 0 IE-DO8 VF8H Du. GB-SWIX 7XL L. -
0r-0000056 Guinness Storehouse 0 We 23/09 We 23/09 Guinness Sto... Th 24/09 We 23/09 Harrods 8886 Full Truck Load om  om
Generate pallet label(s) (+4) 0 00:45 IE-D08 VF&H Du. 20:06 GB-SWIX 7XL L.. |Ed Angus Mills om :
0r-0000055 Calinor Chocolaterie - Fr 18/09 Fr 18/09 Calinor Choc... Fr 18/09 Fr 18/09 Delhaize Hev... B—@—) Full Truck Load
Showing 20 out of 68 orders E 2 3 4 > 20/ page
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Customise B Position Vv

Order confirmation from customer
POD/CMR
Other documents

Open documents in standalone view

Profitability

Revenue " @)

Cost
Profitability
Pricelist

Transport revenue

Surcharge revenue Total amount v @D

Extra revenue

VAT scheme

Rate card valid from date
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il Once the Surcharge revenue column is turned on, it appears last in the column order. The column can be dragged to
wherever it is easiest to view.

- e < P— Y1 11

oice posted

Revenue (excl. VAT) Orger start Order end Route Teanspor service Callect | Del... Surchar

We 30/08 We 30108 Harrods e 30109 We 30/05 B-8-8a Full Truck Load

We 30/09 T 20109 Qurgo JPoffi W 30/09 irostima Air_. B—@

Switch the display mode

1. Navigate to the Surcharge revenue column toggle in the Customize panel.
2. Click the dropdown button next to the toggle.
3. Select a display mode:

o Total amount: a single combined total.

o Breakdown: each surcharge listed by name and amount, e.g., Booking fee: £50, Waiting hour: £20, followed by the
total.
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Customise

Open documents in standalone view

Profitahility

Revenus

Cost

Profitability

Pricelist

Transport revenue

Surcharge revenue

Extra revenue

VAT scheme

Rate card valid from date

Show revenue excl. VAT

Total amount:
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Total amount

Total amount

Breakdown
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l... Surcharge revenue (excl. V...
£175

£70

£15

£15

£15

Breakdown:
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... Surcharge revenue (excl. V...
£175 Y

Booking Fee: £50, Waiting hour: £20

Total: £70

Booking Fee: £15
Total: £15

Booking Fee: £15
Total: £15

Booking Fee: £15
Total: £15

Filter by surcharge name

1. Click the filter icon on the Surcharge revenue column header.

2. Choose s or Is not.

3. Pick a surcharge name.
For example,
Is + ‘Booking fee’ lists every order containing the Booking surcharge.
Is not + ‘Booking fee’ lists orders missing the Booking surcharge.

4. Save the view to keep the display mode and filter for next time.
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ard

Companies

Upload documents

ctual date
't 25/09

4:23

ia 26/09
4:55

*h 24/09
7:09

'h 24/09
6:58

'h 24/09
4:33%

Location

Harrods
GB-SW1X 7XL L..

Harrods
GB-SW1X 7XL L..

Harrods

GB-SW1X 7XL L...

Harrods

GB-SW1X 7XL L...

Depot Hamb...
DE-21079

Resources

Order imports

Route

Resources

5886
5356
8—=a

B sam Wills
B Angus Mills
[ I |

Locations

Rates

Deli...

Configuration

Export vV

Extras

Full Truck Load

Full Truck Load

Full Truck Load

Full Truck Load

Full Truck Load

Transport service

(3)
Shoko Playgrou... e @ e

@ Print

1h
1h

Om

om

1h
1h

2h
2h

QUiCk actions

Collect | Del...
Total

Om

Om

Om

Om

Surcharge revenue (exg
£356.96

£70

Video showing how the filtering works:

» https://watchclueso.com/embed/jkvtfvbiahp6xs70

i Surcharges only: extras aren’t broken down here, as they already appear in the Transportation service column.

Orders Invoices  Dashboard Resources  Locations Rates.

3
oo Q) @ @ @' @

Quotes Planning Stops  Trips Companies Configuration

Orderstoinvoice  Invoices  Creditnotes  Tripstobill  Purchase invoices  Upload purchase invoices

E- Q Charge view  Collect or delivery date V' Last 90 days + future V' & Export V. B Print Quick actions V'
All Not ready to invoice Ready to invoice Draft invoice Invoiced Invoice posted Do not invoice + View
D Customer Revenue (excl. VAT) Order start Order end Route cargo Transport service Collect | Del... Surchar
Outstanding tasks Revenue (excl. VAT) €3,134.09 | ¥... €3,134.09 | ¥40,000 | £3,847.91 Requested date  Actual date Location Requested date  Actual date Location Resources 0ma 50 Extras Total £281.96
0r-0000069 Qargo JP . Mo 28/09 Mo 28/09 Qargo JP offi... Mo 28/09 Mo 28/09 Hiroshima Air.. E———8) Full Truck Load 1h  om
Generate delivery note (+4) ® ® ¥20000 . 00:00 & JP-100-0005 C, 12116 G JP-729-0416 M. it h
0r-0000068 Qargo JP 420,000 Mo 28/09 Mo 28/09 Qargo JP offi... Mo 28/09 Mo 28/09 Hiroshima Air.. B——@) Full Truck Lo h om
Generate delivery note (+4) ¥20,000 " 00:00 & JP-100-0005 C. 12:16 @ JP-729-0416 M. 1h
0r-0000067 Qessin nen Mo 28/09 Mo 28/09 Harrods Mo 28/09 Mo 28/09 Port Of Antw... EHEHE-8 Full Truck Load 1 om
Troubleshooting:

The filter icon is not
visible on the Surcharge

If the filter icon isn't visible after enabling the column, scroll the table to the right (at narrower
screen widths, 1440px and below, the Surcharge revenue column can sit beyond the visible area).
Alternatively, turning off a few other columns brings it into view without scrolling, if it needs to stay
visible in a saved view.

revenue column.
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