Invoices: create a standalone credit memo

Create standalone credit memos by selecting the customer, date, and charges. Process as an invoice and post for
accounting software import.

Updated February 3, 2026

Creating a standalone credit memo
¢ Navigate to Invoices > Credit memos. Credit memos are organized into default views:
o All: Shows all credit memos, regardless of status.
o Draft invoice: Shows credit memos that have been created and remain in a draft status.

o Invoiced: Shows credit memos that have been verified and generated to an invoice. Depending on individual company
processes, additional tasks may be available once invoiced, including sending to the customer.

o Invoice posted: Shows credit memos that have been moved into a posted status for importing into accounting
software. These cannot be modified.

o Canceled: Shows credit memos that have been canceled and are no longer required. The credit amount resets to O
and the status shows a new Canceled label.
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Click the green ‘Create credit memo’ button.
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¢ Select the customer name (1) and credit memo issue date (2), then save the settings (3). If needed, add the exchange
rate date and set the currency.
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The credit memo is created in a Draft status, with a unique draft credit memo number.

DRAFT-CN-0009 Relehaiiti]

1. Add the reason for the credit memo. Click into the row and add the details. Click the save icon.
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2. Add any supporting documentation. The options are communication, another credit memo, and other. Each opens a new
screen where the document can be uploaded.
3. Add charges. A new window opens where the charge details can be entered.
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v Credit note lines /Add charge .
invoice | Order Name  Nominal code Gustomer reference Order start Order end Description VAT % Amount
Requested date  Acusidate  Location Requestedcate  Actualdate  Location
Subtotal excluding VAT £0.00
Total VAT £0.00 2z
Total £0.00
00

Edit charge
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Enter details here to show in the credit note. | .

1. Select the appropriate charge from the options in the drop-down. These come from the charges associated with the

transport charge and surcharges.
2. Update the name to show on the credit memo (if required).
3. Confirm the tax rate is applied (if applicable). Select from the drop-down options if an update is required.
4. Enter the amount to be credited.
5. Enter the description or details for the credit memo.
6. Click Save.
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Once the credit memo details and any required documents have been added, use the ‘Generate credit memo’ task to
move the credit memo from a draft status to invoiced.
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Customer: Crest Nicholson - Sketchley Gardens ~Customer VAT number: GB138088649 Currency: GBP

General details

Crest Nicholson - Sketchley Gardens 13/03/2025

« Generalinfo

@ Reason Why This field is required, but the value is missing

Z
 Gredit note documents and tasks Add documents \/
® Generate credit note ————————— >0
« Credit note lines Add charge
Invoice  Order Name Nominalcode  Customer reference — N e Description VAT % Amount
Transport charge Enter details here to show in the credit note. VAT 20% £100.00 ¢ o
Subtotal excluding VAT £100.00
Total VAT £20.00 2
Total £120.00

The credit memo now shows as Invoiced, with a unique credit memo number, and appears under the ‘Invoiced’ tab.
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Once invoiced, the credit memo may be sent to the customer. To import it into accounting software, the credit memo must
be moved to a Posted status.
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Customer: Crest Nicholson - Sketchley Gardens Customer VAT number: GB138088649 Currency: GBP

General details

Customer (*} Issue date ("} Exchange rate date

Crest Michaolson - Sketchley Gardens 13/03j2025

« General info

(1) Reason Why This field is required, but the value is missing. I
 Credit note documents and tasks Add documents
Credit not
reaitnote CN-0023.pdf <]
13/03/2025 18:58
T) Post credit note - O - () I
@ +1 Task
~ Credit note lines Add charge @ Show detail per line
Invoice Order Name Nominal code Customer reference Order start Order VAT % Amount
tequested date Actual date Location Regues!
Transport cha
fRnspart £hargs VAT 20% £100.00 2 0
Subtotal excluding VAT £100.00
Total VAT £20.00 Z
Total £120.00

Once the post credit memo task is complete, the credit memo status updates and shows the ‘Invoice posted’ status.
CHN-0023 Ry

The credit memo number remains the same. In a posted status, the credit memo is included in any export files used to
import into third-party accounting software.

Credit memos in a posted status cannot be modified.

» https://www.youtube.com/embed/D2exiz5Az04?rel=0

Create a sales credit memo via integration (API)

¢ Requires an active integration.
Contact the Qargo account manager or Support to request this feature.

Qargo now supports standalone sales invoices and sales credit memos from external systems, allowing integration partners
to push billing data directly into Qargo.
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Why it helps

e Warehouse management systems (e.g., Coglas WMS) can push warehouse charges directly to Qargo for billing
e External systems can create invoices for services rendered outside of Qargo’s core TMS functionality

¢ Reduces manual data entry and improves the accuracy of billing data

¢ Enables faster billing cycles for customers with multiple integrated systems

Limitations

¢ Only standalone charges are supported (no charges linked to orders or loads)
¢ Invoices are created with an Invoiced status only
e Exchange rate functionality is not included

This can also be executed in bulk via Quick actions in the credit memo list view.
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Al Draftinvolce  Invoiced | Involce posted | Cancelled
Name Customer Credit note date Amount (exel. VAT) Amount VAT Generate credit note
e Mark credit note as refunded
con-0018 (NERTS 281022025 . :
cn-oors WITEEEN Fareye Technologies Pyt Ltd  28/02/2026 £680 £136.80 TG
on-o L ke
Ch-oo1? UGSy Conwed Plastics [ SWM 28/02/2025 £1,030 £0 Unde sk
Undo post credit note
on-0016 81022025 -
On-0015 CLGLEY Hamann International Logistics ~ 28/02/2025 £350 £0
Undo mark credit note as refunded

oN-0015 /08205
ON-0015 CLGLTEY Fareye Technologies PutLtd  24/09/2024 S £0
sty 200 s I
chomz EIEET Ready Egg Products 05/09/2024 0 £0
B AVIUK 25/07/2024 £100 £20
CoN-0010
on-omo Gy Joe Bloggs Transport 08/09/2023 £416.56 £0
CN-0008
e Demo Co... (Priority Customer | 14/08/2023 48 £9.60
S W Demo Co... | Priority Customer | 23/02/2023 £40 £8
ch-oo06 QURIEE Schenker .. (Prioity Customer | 14/02/2023 £90 £0
CN-0004 ULy Joe Bloggs Transport 13/01/2023 £300 £0
€N-0003

Demo Co... [ Priority Customer | 10/01/2023 20 £18

Post credit note

Credit memo process:
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https://help.qargo.com/us/articles/133829-complete-tasks-in-bulk
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Integrations are enabled on a non-production tenant.
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Orders to invoice

[ Edit columns.
All Draft invoice Invoiced Invoice posted Cancelled
Invoice nr Customer Invoice date
-draft-0089
nv-ciraf-005 (T Joa Bloggs Transport 1200372026
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invoices

Credit notes

Due date

11/04f2025

Trips to bill

Purchase invoices

Payment status

Upload purchase invoices

Documents

Invoice exports

Amount (excl. VAT)
£5.283.35

£65,283.35

@ Export V @ Pprint Quick actions v/
Amount VAT Payment date Pria
0 e

Showing 1 out of 1 invoices
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