Invoices: create a draft invoice
Updated March 12, 2025
A draft invoice allows users to create and review an invoice before finalizing it. This can include:

e Pre-approvals. A draft invoice can be sent to a customer for review and confirmation. Once it is approved, an actual
invoice can be generated quickly with the Generate PDF task on the draft invoice.

e Batch processing. Users can add multiple orders to a draft invoice over time before creating the final invoice.

¢ Review and modification. Draft invoices offer the flexibility to make changes and update charges easily.

Creating a draft invoice
There are 2 options for creating a draft invoice.

1. Create a standalone invoice as a draft
2. Create a draft invoice for an order

Standalone invoices are typically used to invoice for services outside a typical transport order, such as storage fees. When
a standalone invoice is created, the invoice moves to the draft invoice status by default as the first step.
Click here to learn more about standalone invoices.

Orders must have the Ready to invoice status before a draft invoice can be created.

Or-1062

Create Quote (+3)

Go to Invoices > Orders to invoice.

Orders  Planning WP invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration  Global configuration Arynnes Playground e @
= === Orderstoinvoice  Invoices  Creditnotes  Tripstobill  Purchase invoices  Upload purchase invoices
Q [@ Edit columns Order view Charge view B Export V.
Al Toapprove | Notreadytoinvoice  Readytoinvoice | Ondraftinvoice Invoiced  Invoiceposted  Donotinvoice  + View
D Charge Amount (ex... Charge calculation Revenue (excl. VAT) vaT Customer Description  Cust
Outstanding tasks £3,906.19 £3,906.19
-1 Automatically calculated Y o invoice ]
S,La‘fgfm il WAITING FEE £50.00 romatically d No VAT Crest Nicholson - Sketchley Gardens
Waiting time (1hOm): 1 h x (50 GBP / h) £1,530.75
- Automatically calculated "
Covrea::guzole y tollneoica) Fuel Surcharge £176.07 utomatically caleulatef £1,580.42 No VAT Crest Nicholson - Sketchley Gardens
(1354.35 GBP) X 13.0000%
- Automatically calculated )
L Gl Transport charge  Transport | £1,354.35 v £1,580.42 No VAT Crest Nicholson - Sketchley Gardens
Create Quote (+3) Total distance: 451.45 MILE x (3 GBP / MILE)
-1 Automatically calculated
e R WAITING FEE £50.00 ’ £1,580.42 No VAT Crest Nicholson - Sketchley Gardens

Waiting time (1hOm): 1h x (50 GBP / h)

-
R o2 o voce FSCNEW 5000 £23.89 £252.67 VAT 20% McCulla (Ireland) Ltd

¢ On the Ready to invoice tab, select the orders to place in the draft. In the charge view, select the charges instead.
¢ Click Create invoice.

A new window opens, where the invoice preferences can be selected. All selections on the draft are copied to the standard
invoice.
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Create invoice(s) X

Invoicing preferences

Invoicing preferences Default Invoice date

Consolidate all invoices @ == == = = =& 12/03/2025
Invoices

Customer Orders Invoice

(or-0863 | £409.92 Aetion ()
0r-0863 . -

X Joe Bloggs Transport (o J @ = == == (Create draft invoice
| or-0956 | £946.26
[or-0861 | £2626.89 Dat nvoice date
‘/ 0Or-0853 \‘ £1300.28 ’7 Default date 12/03/2025
Total £5283.35

Selecting a different date might mean invoice numbers and dates do
not align

Cancel Save

e When multiple orders are selected, they can be consolidated into a single invoice or grouped based on preferences. They
can also be split into a separate invoice for each order.
¢ Under Actions, select Create draft invoice.

e The date defaults to the current date. Using a different date may put the invoice number sequence out of order.
¢ Click Save.

e The draft invoice is generated with a unique draft invoice number.

< Inv-draft-0089 Rleusllle:

Customer: Joe Bloggs Transport (Joe's Transport) 2

General info:

¢ This section includes the invoice date and the payment terms for the invoice.

¢ If exchange rates are used, enter the date to use for the exchange.

e Remarks can be added to give more context or details for the draft invoice.

¢ Click these rows to update this information, then use the save icon to apply the changes.

v General info

@ Invoice date We 12/03/2025

@ Payment term 30 days after invoice date
(D Exchange rate date

( Remarks

I

Invoice documents and tasks:

e Add any documents to include with the invoice, for example when sending a billing proposal to a customer.
e When the draft invoice is ready to become a standard invoice, use the Generate PDF task to convert it.
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e |f pre-approval is required before the invoice is generated, use the Send invoice task.

documents and tasks.

Invoice lines:

Add documents \/ (= = = e =

e Charges are shown as line items linked to the order. Use the pencil icon to make any required edits.
¢ The delete icon removes a charge. Note: use it with caution. This permanently deletes the charge.
¢ Click Add charge to add more charges. These can be standalone charges or charges from other orders for the same

customer.

¢ To change the tax, use the pencil icon to select the right calculation method.

Invoice lines

Order
Outstanding tasks

0r-0853 |
Create Quote (+2)

[or-0863 |
Create Quote (+2)

[or-0ss6 |
Send Quote” (+2) ® ®
(or-0853 |
Create Quote (+2)

[or-0861) chilled
Create Quote (+2)

0r-0863 |
Create Quote (+2)

0r-0956 |
Send Quote (+2)

0r-0853 |
Create Quote (+2)

(or-0863
CrETEQuRTe (+2)

[or-0956 |
SeRaQuoTE (+2)

Subtotal excluding VAT
Total VAT
Total

Add charges V <€ == == =g

Name

Nominal code

FSC NEW

FSC NEW

Fuel Surcharge

Transport charge

Transport charge

Transport charge

Transport charge

WAITING FEE

WAITING FEE

WAITING FEE

Customer reference Order start

Contai.

Contai.

Conta.

Conta.

Contai.

Conta.

Contai.

Contai.

Contal

Contai

Requested date  Actual date Location

Tu 06/08/2024 Tu 06/08/2024 Cork Harbour
05:02 IE Cork

Fr 02/08/2024 We 31/07/2024 Dunleavy Meats Limited

00:00 IE Cooneal

We 31/07/2024 We 31/07/2024 Dublin Port

00:00 IE Dublin

Tu 06/08/2024 Tu 06/08/2024 Cork Harbour

05:02 IE Cork

Mo 29/07/2024 Mo 29/07/2024 Dunleavy Meats Limited

06:00 IE Cooneal

Fr 02/08/2024 We 31/07/2024 Dunleavy Meats Limited

00:00 IE Cooneal

We 31/07/2024 We 31/07/2024 Dublin Port

00:00 E Dublin

Tu 06/08/2024 Tu 06/08/2024 Cork Harbour
05:02 IE Cork

Fr 02/08/2024 We 31/07/2024 Dunleavy Meats Limited

00:00 IE Cooneal

We 31/07/2024 We 31/07/2024 Dublin Port

00:00 IE Dublin

Order end

Requested date  Actual date Location

Tu 06/08/2024 Tu 06/08/2024 Ready Egg Products
1118 GB-BT92 0BN Enniskillen

Mo 05/08/2024 Th 01/08/2024 Silver Pail Dairy
0a:a6 E-P61 TN28 Fermoy

We 31/07/2024 We 31/07/2024 Dublin Port

07:56 IE Dublin

Tu 06/08/2024 Tu 06/08/2024 Ready Egg Products

1114 GB-BT92 0BN Enniskillen

Tu 30/07/2024 We 31/07/2024 DHL Global Forwarding

20550 FR-93290 Tremblay-en-France

Mo 05/08/2024 Th 01/08/2024 Silver Pail Dairy
04:46 E-P61 TN28 Fermoy

We 31/07/2024 We 31/07/2024 Dublin Port

07:66 E Dublin

Tu 06/08/2024 Tu 06/08/2024 Ready Egg Products
11:14 GB-BT92 0BN Enniskillen

Mo 05/08/2024 Th 01/08/2024 Silver Pail Dairy
04:46 E-P61 TN28 Fermoy

We 31/07/2024 We 31/07/2024 Dublin Port
07:56 IE Dublin

Calculation VAT %
lly calcul

Automatically calculated No VAT
(1150.69 GBP) x 13.0000%
Automatically calculated

No VAT
(362.76 GBP) X 13.0000%
Automatically calculated

No VAT
(793.15 GBP) x 13.0000%
Automatically calculated

No VAT

Total distance: 410.96 MILE x (2.8

Automatically calculated
No VAT
Total distance: 796.03 MILE x (3.3

Automatically calculated
No VAT
Total distance: 181.38 MILE x (2 G

Automatically calculated

No VAT
Total distance: 264.38 MILE x (3 G
Manual price No VAT
Manual price No VAT
Automatically calculated

No VAT

Waiting time (1hOm): 1 h x (50 GBI

—-—
=—p ® @

Edit VAT% 12

Amount
£14959 |2 | &
£47.16 (2| O

£103.11 |2 | &

£1,150.69 2

£2,626.89 2

£362.76 2

£793.15 2z

€0 2 |0

€0 2 |0

g0 2 |0

£5,283.35

£0.00 2

£5,283.35 (1

Once the draft invoice is approved or ready, it can be converted to a final invoice with a single click on the Generate PDF
task. This creates the final invoice with its unique invoice number.

Orders

Dashboard

Customers

Resources

Locations EICH Caol

Global con

Invoiced

Invoice nr

Generate invoice pdf

[ Edit columns

Invoice posted

Billing frequency

Inv-draft-25-030002
®

Send invaice
Mark invoice a5 paid

Post invaice

s v ey
Generate invoice paf (+3)

Inv-draft-24-120008

Generata invoice pdf (+3)

Inv-draft-24-120003

Generata invoice pdf (+3)

Deleting a draft invoice

®

Monthly

Cancelled

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

Ordeftcrinveies P Invoices

Creditnotes  Trips to bi

Customer Invoice date
Honey Bear 10/03/2025
Warburtons Ltd 10/03/2025
Honey Bear 21/01/2025
Schenker Logistics Netherlands 17/12/2024
BARRY'S TOFFEE 17/12/2024

Due date

09/04/2025

25/03/2025

Purchase invoices

Payment status

Documents

Unpaid (overdue)

Unpaid {overdue)

Unpaid (overdue)

Upload purchase invoices @)

Amount (excl.
£754.02

£120

£141.32

£327.70

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

Open as page .”

Inv-draft-0051

Draft invoice

Customer: Katoen Natie &

General info

Invoice date

(D Payment term

Booking date

) Notes

Invoice documents and tasks

(® Generate invoice pdf

Invoice lines

Order
Qutstanding tasks

| or-0221 Self bill Cust.
PLANING AUTOMA

Subtotal excluding VAT

ommunication language: English (UK)

Cus

Mo 08/01/2024
30 days after receipt

Mo 08/01/2024

Add documents v

Add charges V'

Name Customer reference Order start

al ation

Manual charge

Total VAT
Total
Orders  Planning s Invoices
Orders to invoice
Q [ Edit columns

Al Draftinvoice  Invoiced Invoice posted | Cancelled
Invoice nr Customer Invoice date Due date

grers
nv-drafiz0050 | QEERUKIRTY Test cust... | Customer Ref Rea.
Generate nvoice pat. (+4)

ot
Inv-craft; 0055 { QEERNCATY Test cust... | Customer Ref Rea.
Generate nvoice pat (+4)

<raft
invsdraft; 0054 LR Test cust... | Customer Ref Rea. | 22/01/2024 21/02/2024
Generate invoice paf (+4)

dratt
jyadtart; 0002 | G RIIREEG Kuehne+Nagel 12/01/2024 11/02/2024
Generate invoice pd (+4)
jinv-dref30051 Katoen Natie 08/01/2024
Generate invoice pdf (+4)
Inysdraft 0080 Kuehne+Nagel 30/11/2023 30/12/2023
Generate nvoice pat (+4)

drat-
Inv-draft-0047 (CIETI Kuehne+Nagel 23/10/2023 22/11/2023

Generate invoice pdf (+4)

Currency

Dashboard

Invoices

Click the link below for more details on creating invoices.

Create invoice

GBP

Customers

Credit notes

Documents

If you create the invoice today, invoice numbers and dates might not align

Order end

Actual

WeWork - Office Space & Coworking

Resources

Trips to bill

Sanders Group

uration

Purchase invoices

Amount (excl. VAT)
£1,481

£0

£0

£1,358

£0

£123

£0

£0

Calculation

Manual price

Global configuration
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—p

Desci VAT %

Create invoice

Show form conte

Preview

Delete invoice

®
®
®

Edit VAT% 1z

Amount
VAT 20% £123 2 0O
£123
£24.60 2
£147.60
YY)
@ Export Quick actions Vv Create invoice

Showing 7 out of 7 invoices

1 20/ page
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